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Icons Used in this Manual

Tip
‘r Tips provide general recommendations on how to make it easier or more productive to
use the Harmony solution.

Caution

The Caution icon highlights areas of note or concern, where failure to use the system
properly may cause or exacerbate problems.

Note

Notes provide additional information of general interest about a specific function or
process of the Harmony solution.

Example

% Examples are provided to help you develop a better understanding of the subject area
and how the Harmony solution may be used in a specific scenario of relevance.
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WELLSKY Basics

WELLSKY is a web-based system that is accessed from a Web browser, specifically Internet Explorer® (IE). Your
workstation will be configured before you “go live” to allow the system and all its functionality to operate properly. If
you experience any problems during training or after “go live”, please coordinate with your System Administrator to
evaluate the issue.

Screen Stacking

In WELLSKY, you will do a lot of opening and closing of screens (windows). As you are working, you can have many
screens open and not know because they’re stacked on top of each other. There is no harm in this, but it can make
working in WELLSKY more cumbersome. Open screens can prevent you from getting to another area of the program. On
the other hand, closed screens can also prevent you from moving around.

If a screen has been closed, but should have remained open, you will see an error message similar as this:

Participant record cannot be saved because the main Call window is closed.

Best Practices recommend that you click File > Save and Close when you are saving
records. This prevents unnecessary screens from staying open.

Logging into WELLSKY
v Your WELLSKY Application Administrator will provide you with the URL (Internet
' ’ Address) and your login credentials for both the Sandbox Environment and Live

system when appropriate.

1. Open Internet Explorer and then enter the URL for WELLSKY.
2. Atthelogin, type your User ID and Password.
3. Click Login.

a. The My Work Dashboard is displayed.
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t sl WellS Human Services Welcome, Barbara Guglielmo | My Work | g, oyt
Formerly Mediware Harmony 1221200 844 81w

File
e [v]] | consumertiame ~ & ADVANCED SEARCH

MYWORK |  CAUS | CONSUMERS | FROVIDERS REPORTS

CALLS CONSUMERS

| Disposition Notes
|

Pending 2 || Unread Alert Notes 0

| status ‘
|

Pending 2

; Inquiry Alert Notes List ‘

Unread Alert Notes 0

My Work Dashboard

Exit WELLSKY
To exit WELLSKY:

1. Inthe upper right portion of the screen, click Sign Out.

Welcome, Barbara Guglielmo | My Work | gi, out
B19/2019 7:57 AM

{

Sign Out

WELLSKY Password Guidelines
When changing your password, keep the following guidelines in mind.
Typical Password Guidelines:

e Must be at least 8 characters

e Include at least 1 lower case letter (a-z)

e Include at least 1 special character (!, #, S, %, etc.)

e Cannot be reused

e Expires after 60 days

e You are allowed 3 unsuccessful login attempts, and then you will be locked out of your account.

My Work
The My Work chapter displays an overall view of information specific to your work and tasks. Your username and role
(as configured by the system administrator) appear on top of the page in the header bar.

The My Work chapter groups data in the following sections:

= (Calls

=  Consumers
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=y Human Services Welcome, Barbara Guglielmo | My Work out
a=n Well Human Senoes e Sl Sign Out | [poos warr = o )

File
| Gans [V | consumer Name. ~ & ADVANCED SEARCH

MY WORK cALLS CONSUMERS PROVIDERS REPORTS
CALLS CONSUMERS

| Disposition Notes.

Pending 2 || Unread Alert Notes 0

[sus 1

Pending 2

Inquiry Alert Notes List ‘

Unread Alert Notes 0

My Work Dashboard

My Work Screen Elements
There are several parts of the MY WORK screen, as shown in the screenshot below:

File 1

Quick Search

Calls V]| consumer tame ~| ADVANCED SEARCH
2 | mywork CALLS CONSUMERS PROVIDERS REPORTS
3 CALLS CONSUMERS
| Disposition 5 Notes.
Pending 2 Unread Alert Notes o

|status 4 ‘

Pending 2

| Inquiry Alert Notes List ‘

Unread Alert Notes 0

My Work Dashboard

1 The File menu is located throughout the program. Items on the File menu vary,
depending on what you are doing. One of the more common functions you’ll use is
the File > Add Notes and File > Save and Close Notes.

2 The tabs along the top of the screen are called Chapters. A chapter is like a section of
the program. To move to another chapter, just click it. If you have the “UTILITIES”
Chapter, let your supervisor know immediately. This chapter is reserved for IT.

3 MY WORK is divided into areas for calls and consumers. You may see all or just some
of these areas.

4 Within each area are boxes that contain information. These are referred to as Panes.
Each pane includes a right facing arrow. When you click the arrow, items in the pane

5 are collapsed. This is helpful if you need more space on your screen. To expand the

items in the pane, click the now right-facing arrow.

’ Many areas of the program allow you to collapse sections (panels). Click the down
’ arrow in the circle . When you click it, it becomes a right-facing arrow
My Work Panes

Within each Pane on the My Work homepage, numbers will be visible next to different items. These numbers represent
the number of activities that exist for that topic. For example, in the screenshot below, one can see that there are three
calls with Task Status equal to Pending PCOC Follow-Up/Close-Out.
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CALLS CONSUMERS PROVIDERS ‘ REPORTS
CALLS CONSUMERS TASKS
Task Status » ‘ Notes » w [ Links
Pending 1 | Unread Alert Notes 0 | EOHHS
Pending Initial Call with the Consumer 106 i
OpenClose >) ‘ My Dashboards
Pending Initial PCOC Session 1 — 1
Pending

Pending Intake and Screening

Pending PCOC Follow-Up/Close-Qut

| Overall Status

Open

Pending

| Inquiry Alert Notes List

Unread Aleri Notes

My Work>Calls Pane

1 Worker

1. To display the pending call records, click anywhere in the row, as highlighted in the screenshot above.

a8 WellSky Human Services

Welcome, Barbara Guglielmo

Task Status

3/15/2021 5:17 AM W
File
() Filters-
Task Status E Equal To E[ |Pending PCOC Foiluw—Upriose-omE ANDE[ x
M [+

|Call ID

-3 Task Status record(s) returned - now viewing 1 through 3

[seon | s |

Pmspe{:ﬁ\'e mcﬁ%
can | can | can| can | overan | can | Reporter : bros Checked
D Date - Time Method Status P'l'iﬂrl‘t}' Name Consumer First Consumer Last Task Status Out To
Name Name
: - Pending PCOC :
10198 | 011082021 | 30° | Telephone | Open hameon. | pavid Harrison Follov- e,
Up/Close-Out
z FPending FCOC =
10193 | 1202172020 i‘,'f Telephone |Open | Routine Sgg%ea’f Laura Lawson Follow- ‘gﬁ‘sg::m*
Up/Close-Out
220 Pending PCOC
10192 | 12142020 A.M Telephone | Open Jason Vanderhilt Follow-
UpiClose-Out

Call Task Stafus List Grid

2. Alist view page opens to show the records. You can filter the results in a list view page to help find the records
you need to work with.

1-855-WELLSKY

First

Previous Records per page 15

Next  Last
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File
Use filter to find
more specific
results

Filters

osgoston I e V] reom[] moY] x

canin v o+

[ra— Use the fly-
2 DIsposition recor(s) freturned - now viewing 1 through 2 out menus to
see more
CaliD | CallDato, | CallTime Call Mothod Call Status Call Priority Reporter Namo Prospective Consumer First Name Prospective Consumer Last Name Disposition options
10193 121212020 802 AM Telephone Pending Routine Rocgers, Cocllia L Laura Lawson Pending Gugiielmo,
10192 121142020 820 AM Telephone Pending Jason Vanderdit Pending ‘Gughielmo, Barbara Gugheimo_ |

Check Outhem

<<First  <Previous Retneve| 15 |Recordsatatme Ned>  Last>»

Call Task Status List Grid

3. Hover over the fly-out menu at the end of a row to see more options.

Pending Ticklers

The Ticklers pane shows pending ticklers, which represent tasks that must be completed. Workers can select any task
and complete it. Once completed, the tickler is removed from the Pending Ticklers list.

Unread Notes

The Unread Notes section of My Work shows notes created by other workers and routed to you. Select the unread note
to view it. If a note is routed to a user who doesn’t have the My Work Calls sections they will not receive the note, but
the note is still visible in the call or consumer record.

Alert Notes

The Alert Notes section of the My Work Calls section shows alert notes routed by other workers. Click on the alert note
to view it. If a note is routed to a user who doesn’t have the My Work Calls section, they will not receive the note, but
the note is still visible in the consumer or provider record.

Opening a note from My Work

When a note is routed to a note recipient, the note will appear in that worker’s My Work desktop. Routing a note to
another worker is a valuable way to securely share notes relevant to consumers in WellSky Human Services. Notes will
be listed in a Notes node on the My Work desktop. A Notes pane may appear in either the Calls or Consumers sections
of your My Work desktop.

1. To open a note from My Work

2. From the My Work dashboard, navigate to the Notes node.

Notes
Draft 1

Pending 1

Notes
Unread Alert Noles 1

My Work>Notes Pane

3. Select a Notes queue. For example, select the Unread Alert Notes queue. The Notes list view page opens.

1-855-WELLSKY WellSky.com Page 11 of 95



AWeIISr«;,» Human Services Welcome, Alecha Adkizon | Notes

T/ 2020 3:08 M v

File Tools

Filters
Recpent St v Equal To v Unread v AND v x
Recpent Status v 4

1 NoMes recond(s) redurned - now viewing 1 Ivough 1

Consumer . Note Type Note Dote Subyect Author
Johrson, Carol Care Team Communicaton 8292015 Sight decine n Members Condition Sims Sumanne O
«« Fest «Previous Reteve 15 Records atatme Nt » Last »»

My Work>Note List Grid

4. Select the note from the list view grid. The Note detail page opens.

e Cln, . Carol Johnson Notes ~
s WellSky Human Services Cant Updeted by Ademin

ot B/2/2016 10:12:19 AN

File Tools Reports

Notes Notes Details
Note By * Sims, Susanne
Note Dte * 08252020 [
Fund Code * 0 v
Program v
Note Type * Care Team Communication v’
Nole Sub.Type Caregiver Regular Communication v
Description Shght aacine in Membars Conanon

Om 8252015 at 9:08 AM, Susanme Sums wrote: Noticed sight change
in Carol's bedavior after Day 5 of new medication for Bryrold
(Synthroid). Carol seems but abk 10 be

Note Details Page

1. From the Notes detail page, you can read and edit the note, add an attachment, and forward it to another worker as a
note recipient.

2. WellSky Human Services includes an option in the System Setup utility that allows workers to manually mark a note as
read. When this option is active, the note will remain listed in the My Work Notes queue until you mark it as read. To
mark a note as read, select Mark as Read from the Tools menu.

3. To export the note in report format, select Note Detail from the Reports menu.

4. To close the note, select Save and Close Notes from the File menu.

Opening a tickler from My Work

Ticklers are the individual tasks that workers are prompted to complete when an event occurs. Ticklers remind users to
complete a screen, fill out a form, or perform some other action. A Ticklers pane may be found in more than one section
of My Work. You may see a Ticklers section in the Calls or Consumers sections.
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You can also open ticklers from the specific chapter. For example, you can open ticklers from the Consumers chapter.

Ticklers are associated with Workflow Wizards (WFWs).

To open a tickler from My Work

1. Click the Ticklers link in the section you are working with.
Ticklers

licklers 44

My Work>Ticklers Pane

2. The Ticklers list view page opens. If needed, use the filters to locate the tickler.

p N nae Wekcome. Alocha ASiscn
s WellSky Human Services dooms, Aok Adkiscn | Ticklers
wsInaTmwm
Fie
§ivees
Dww Creates v GCoevadr Thon v 1 " WO v »
anr v
V' Agoly Mect Durps Bt
——
8 Tichiers recordis) retsrmed - sow viewng 1 Brough 3
ok Name Proasder Nare Ouofs Creadey Dete O Cets Covontad Sty
A00 Womars Avys Wy 212201 RN ramy
Ao Sereces Arvys Wawe 2122019 QA2 Pary
S resirvest Aorons (et Arv(n Waan 8122019 QNI 12019 [m—
Necaxd Sarvoes Agwerrent Arvy s rom 21200 Q1209 P
A0 womany Cormenaty Aged Cire Pachage (CACF a0 e Pame
NOERaWly AGed Care Package (CACH 8410201 MM sy
Ervoiment AQOrov i Lot ey Aged Care Package (CACH W02 WY Parvy
Neac 2 Servces Agmersent menrely Aged Care Package (CACS 102018 PO H [
Ac Wasaer PCA M012e1s MU N [
wPrt  «Peesan Reveve 3 Recoos o2 wre [LUEEE NEEERY

My Work>Ticklers List Page

To see a tickler that has a future due date, clear the Apply Alert Days Before Due option in the Filters section. Click
Search.

3. Select the tickler you want to work with from the list view grid. The page that opens will be specific to the
tickler. For example, if the tickler name indicates an enrollment letter, the mail merge page will open. If the
tickler name indicates adding a worker, the provider’s worker page might open.

4. |If the tickler is part of a Workflow Wizard, the left-hand navigation area will show the Workflow Wizard step or
steps.

5. Complete the task defined in the tickler. Select Save from the File menu when done.

Navigating the Application
This section provides a brief overview and some tips for working in the application.

Chapters

Chapters are links to different areas of WELLSKY. Authorized users can access chapters at any time by simply clicking the
desired Chapter button (or tab) across the top of the screen. Note that not all workers can see all the listed chapters.
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Your view may differ from the example below. (Remember, every Role will have different Chapters. If you have the
“UTILITIES” Chapter, let your supervisor know immediately. This chapter is reserved for IT.)

| MY WORK CALLS COMSUMERS PROVIDERS REFPORTS
Chapter Definition
My Work My Work displays an overall view of information specific to the logged in user.

The page provides links to information assigned only to the user along with
reporting and user management assignments for quick reference and easy access.

Calls The Calls Chapter is used to record the first reported information necessary for
initiating the screening process. All Call records can be accessed in this chapter.

Consumers The Consumers Chapter contains records about Consumers who are receiving
services through the Person-Centered Options Counseling Program.

Providers The Providers Chapter contains records of Providers such as Office of Healthy
Aging. Provider records may contain information such as Workers, Notes, and
Enrollments.

Reports The Reports Chapter provides standard reports on the data contained in the
application.

File Menu Bar

The File menu is displayed throughout the application and is in the upper left corner of the screen. Depending on the
screen that’s open, other menus may be displayed. This is the location where you’ll go to create or add files, close and
save files and print files, among other functions.

Additional functions remain available under each option. Hovering your cursor above each File Menu bar category will
expand additional menus. Access to these is granted based on the permissions which are driven by roles. Some
examples include and are not limited to: Save, Save and Close, Print, and Add Call.

Al WellSky iman2smcss mey

File Tools REF’D!‘I’.E Word METQ‘E
WellSky Toolbar

Functions within the File menu are consistent for most pages.
When users scroll through a page in WELLSKY, the File Menu header is frozen so that users will always be able to access
these File Menu functions no matter where the cursor is located on the page.

1-855-WELLSKY WellSky.com Page 14 of 95



axi Well

= File — Contains the functions to add a new record or to view history changes to the data in view.
= Edit — Provides the ability to make changes to the data included in the record.
= Tools - Provides the user with additional functionality based on the page currently in view.

= Reports — Lists standard reports built into the WellSky software. Additional reports may be available to certain roles
or groups. If a user has access to the Reports Menu, click the menu and select the report and it will open in a new
window.

= Ticklers — Provides the user with a list of “ticklers” or reminders generated for a specific Call record. This menu is
only displayed at a chapter level.

=  Word Merge - Lists documents that have been uploaded to the application using the Word Merge Utility and are
available to certain roles and groups. If a user has access to the Word Merge File menu, to access the document,
click the file menu and select the document and it will open a new window.

Call Records: File Menu

As you are working within a record, you will save and close records. This is done on the File menu, located near the top
of your screen. The File menu options change, depending on what you’re doing; the screenshot below displays what the
File menu might look like.

File  Tools  Reports
History
Spell Check
Save Call
Save and Close Call
Save, Check In and Close Call
Save and Duplicate Call
Search for Consumer

Check In Call

Print

Close Call

Example of File menu

1-855-WELLSKY WellSky.com Page 15 of 95
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The table below describes some of the File actions you’ll work with as you are creating a call record.

History Allows user view history changes to the data in view.

Save Saves changes since the last save and keeps the record open. Saving a record can be
done at any time.

Save and Close Saves changes since the last save and closes the record.
Print Allows user to print the information on the current screen.
Delete Allows user to delete the record permanently.

Close Closes the record without saving any recent changes.

y When you need to add, remove, or save files, the File menu is the place to go. An

( x example in the directions could appear as: go to File > Save and Close Notes. Closing

" a window by clicking on the “X” in the top right-hand corner of the window is not
recommended. Information may be lost.

Field Formats
There are a few different types of data fields within WellSky, such as text boxes, checkboxes, date fields, dropdowns
(sometimes called lookups) and search fields.

Required Fields
Required fields are always indicated by a red asterisk (*)

Last Name *

Fields that affect other fields
Sometimes choosing a value in one dropdown field will filter or change the values shown in another dropdown field on
the same page. This is indicated with a black asterisk (*) to the right of the field.

Salutation

Date Fields
Date fields can be populated in either of two ways. First, the user can simply type the numbers and WellSky will
automatically format the field.
E.g. for this date field, the user typed: 01012016
01/012016 |

The other option is to click on the calendar icon and use the calendar display. To select a specific date, simply click on
the number after the correct month and year are chosen.
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Pre-formatted Fields
Some fields are pre-formatted for certain types of data, most commonly this includes SSN and Phone fields. The user

may simply type the numbers and WellSky will automatically add the appropriate formatting such as dashes or brackets.
E.g. for this phone field, the user typed: 5555555555

(555)555-5565
Multi Select Boxes

Using the Arrow Buttons

Some areas of the application require you to select items from a list, and move them from one field to
another, using arrow buttons. If you hover over one of the arrow buttons, a tooltip is displayed that
describes what the button does. In the screenshot below, the mouse was hovering over the button to
move selected items to the right.

A medical conditien (e.g. heart di

*
A physical condition or disability | _»
o : ’ A mental health condition (e.g. dg |
| am seeking information and/or assistance An intellectual or developmental
regarding: (Select all that appl : i
. g: { ppiy) A substance use disorder {e.g. al -
An acuired or traumatic brain inju| —J| Move selected items to nght

Memory Loss (e.g. dementia, Alz _i|

Example of a Multi-Select Question

Button Definitions

Move all items from the left to the right
Move selected items from the left to the right

Move selected items from the right to the left

AA A V vv

Move all items from the right to the left

Using the Shift and Ctrl keys

If you want to select more than one item, and the items are all together, press and hold the Shift key on
your keyboard and select the first and last records in the group. Then, click the right-facing button to
move all items to either the right or left field.

If you want to select more than one item, and the items are not together, press and hold the Ctrl key on

your keyboard and click the records you want. Click the right-facing button to move the items to either
the right or left field.
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In the screenshot below, the applicant is requesting information on a mental health condition and a
substance use disorder. You could either select each item from the left side and click the right-facing
arrow to move them to the right or use your Ctrl key to select both items at the same time and then click
the right-facing arrow.

A mental health condition (.9, d
A substance use disorder (e.g. a

A medical condition (e.g. heart di
A physical condition or disability
An intellectual or developmental
An acuired or traumatic brain inju
Memory Loss (e.g. dementia, Alz

| am seeking information and/or assistance
regarding: {Select all that apply)

k| w  TrT

Example of a Multi-Select Question

Places
The Places feature within WellSky allows address fields to be linked together and prefill or filter the options for the
linked fields. This also prevents users from selecting incorrect combinations.

City - Clear
e | Cear |
Zip Code - m

Example of Address fields

Entering a zip code first, for example, will filter the other fields automatically, and if there is only one option, the other
fields will pre-fill. The fields below were all populated simply by entering a zip code of 20190.

City Reston - Clear
State Virginia - m
Zip Code 20190| | Clear |

Example of Address fields

List Views and Search Filters
In various areas of WellSky, records may appear in a List View screen. These screens limit the number of records
returned at one time.

Walsh, Poppy (10002)

Demographics | Guardianship Status =~ Program Enroliments | Notes | Documentation | Diagnosis | Medications | Family Relations | Service Providers

~\-Filters
Active EI Egual To E Yes ANDM ®

Relation IDﬂ +

7 Service Providers record(s) returned - now viewing 1 through 7-

Relation 1D Primary Relationship Last Name . First Name Phone Fax Number Work Phone

10005 Attorney Benson George (850)333-2220 (850)333-2222 gben:
10006 Dentist Brandy Stella (B50)456-4440 (850)456-4444 shrar
10007 Doctor Denny Althea (850)787-1100 (850)787-1000 aden
10016 Pharmacy Lopez Charles (850)877-1000 (850)877-7103

10011 Cemetery Reynolds Jane

10010 Insurance Company Smith Frank (250)554-4444

10002 Funeral Home Strong James (850)555-5555

Example of a list page
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List View screens allow you to quickly retrieve a desired record. If the desired record is not displayed on the initial list
view, you can click on one of the following buttons to scroll through the returned records:

Button Description

<< First Jumps to the first record in the list

< Previous Jumps button jumps to the previous record in the list

Jumps to the next record in the list

Last =3 Jumps to the last record in the list

Tip

You can also modify the number of records returned in the list view by entering the
desired number in the “Retrieve [15] records at a time” field and then hitting the
Enter key or clicking on one of the record search buttons (i.e., First, Previous, Next,
Last).

"o z
« e

You may sort the records by ascending or descending order by clicking on the
column headers in the list view.

Advanced Search

The Advanced Search function allows you to look for existing data. There are multiple options and an expanded range of
input variables for detailing your criteria to find the records you need.

To search for a Call record using the Advanced Search function, take the following steps:

File
| cans | | Consumor Name v & ADVANCED SEARCH
MY WORK CALLS CONSUMERS PROVIDERS REPORTS

Filters
Call Status v
v

catip
2 Queue Search record(s) retumed - now viewing 1 through 2
Call Date » Call Time Call Method Caller Call Status Consumer First Name Consumer Last Name Call Disposition Checked Out By

121142020 20 AM Telephane Pendng Penang Gugaeimo Barbara
I9] 12212020 02 AM elephone Pendng

Example of Advanced Search

1. Click the Advanced Search link.
a. The Advanced Search window is displayed.
2. Once you have entered your search criteria in the Filters section, click Search.

3. The system displays all items matching the search criteria you defined.

Note
You will only be able to see items that are permitted by security settings for your
User ID
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Advanced Search Window
Each filter allows you to select from the following comparison search criteria:

Equal To Returns records that match the entered criteria. For example, if <Last Name> is
entered as “equal to” a specific person’s name, the Consumer records assigned to that
Worker will be returned.

Begins With Returns records that begin with the entered criteria. For example, if <Last Name> is
entered as “begins with” ‘T’ the system will return records assigned to the Worker
having last names that start with ‘T’, such as Tester and Thomas.

Ends With Returns records that end with the entered criteria. For example, if you search on <Last
Name> “ends with” ‘r’, you can retrieve records where a Consumer’s name ends in ‘r’,
such as Tester.

Not Equal To Returns records that do not match the entered criteria. For example, if a particular
name is entered for <Last Name>, the system will return a list of records except those
records for the name provided in the search criteria.

Greater Than Returns records that are dated later than the entered criteria. For example, if <DOB> is
entered as “greater than” ‘03/01/2015’, the system will return all records with a record
whose date of births are after March 1, 2015.

Less Than Returns records that are dated earlier than the entered criteria. For example, if <DOB>
is entered as “less than” ‘03/31/2015’, the system will return data for all records with a
birth date before March 31, 2015.

Contains Returns records that contain the entered criteria. For example, if <Last Name> is
entered as “contains” specific values in the person’s name, the Consumer Record(s)
assigned to that worker with those values would be returned.

Blank A record is returned where the selected field does not have a value in the field.

Non-Blank Returns records where the selected field does have a value in the field.

Boolean Logic
In addition, you can search on these filters using Boolean (and/or) logic:

e AND - Tightens your search: Records are returned only if they meet ALL the criteria you entered.

Example
Find Consumers where <DOB> is greater than (>) March 1, 2000 and <DOB> is less
than (<) June 30, 2015. This returns all reports dated between the two dates
entered.
e OR - Broadens your search: Records are returned if they meet EITHER criteria that you entered:

Example
Find records where <Last Name> equals <Jones> or <DOB> = “June 22, 1998.” The
system returns records for Jones regardless of date of birth, and also returns any
consumer records whose birth date is 06/22/2015.

Once you have entered your search criteria, click the Search button or you can tab to the Search button using your Tab

key and press Enter.

The system displays all items matching the search criteria you defined.
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Note
You will only be able to see items that are permitted by security settings for your
User ID

’ Did your search return the expected results? If not, click the Reset button to clear

your criteria. Reconsider your filters and try again.

Switching Roles

Throughout the application, you may use many different Roles. Roles define a set of capabilities or permissions that you
have within WELLSKY, and each Role performs different functions. A Role change is indicated by the following symbol
and instruction:

Switch Role to PCOC Worker

When you switch roles, the following process must be followed:
1. Go to the upper-right portion of the screen, in the Role field

Role
Welcome, Barbara Guglielmo Queue Search Sign Out

12/21/2020 9:16 AM W PCOC Worker v @

Role Setting
Role Setting

2. Click the down arrow and then select the Role you want to work with.
3. Click Go

Role

PCOC Worker v @

Role Setting

Note
You may not see all the roles as displayed in the dropdown list.

Using a People Search

Every time you add a person to the database as a participant, the application creates a record in the database people
table. A running history of any changes or additions made to the person’s participant record is recorded in the people
table to help you search to find that person’s record in the database.
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For example, a participant is added to the database as Cheryl Smith, but she later changes her name to Cheryl Werks.
Every time you add a person to the database as a participant, the application creates a record in the database people
table. A running history of any changes or additions made to the person’s participant record is recorded in the people
table to help you search to find that person’s record in the database.

For example, a participant is added to the database as Cheryl Smith, but she later changes her name to Cheryl Werks.
Both names are added to the same record in the people table. When you search for the last name “smith,” the search
will return information on both Cheryl Smith and Cheryl Werks because they are associated with the same person
record.

You can search for each participant (for example, caller, prospective consumer, or other contact), by clicking on the
search link. In the Caller and Prospective Consumer sections, the Search link is located in the section header. In the
Contact section, the Search link is located in the detail page that opens when you add a new record.

Note: Any information you type in the demographic fields can be used as part of the search. For example, if you type the
last name before you select the Search link, the filter will include the last name as a search criterion.

To use people search without filters
1. Click the Search link. The People Search page opens.

s WellS! Human Services Intake 1D = 10001 People Search ~
TIA22019 11 46 AN

File Type the search criteria
Search and click Search

(555)067-53009
Appty Filler % Search - ud B - Show Fiter
Flter

Partial Contact information v Equal To v AND v x

Last Name v 4

People Search window

2. Type the search value in the Search bar and click Search. You can search based on any of the information listed
below. For example, you can search by last name or phone number to find a record.

=  First Name
= Middle name

= Last Name

= Street

= Street2

= City

= State

= Zip Code
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= County

= Phone

= Phone Extension

= Gender

= Race

= Ethnicity

= |dentifier Value (SSN)
=  Email Address

s WellSky

3. The search results display in two list view grid. The first grid identifies people that are in the WellSky database.
The second grid identifies people that are in the SAMS database.

ol WellSky Humansenvees

Welcome, Barbara Gugleimo | People Search

6282019 700 AM
File
Search
Help
[ Apply Fitter to Search | “Search | Reset JEETICH
Filter
Partal Contact Informaton|v/|  [EqualTe [V ] anov] [ x
Last Name V] lequate [v]  Hencerson anolv] [ x
Frsthame N msen M o w0l [
LastName M+
Search Results for Hammony People-
T
| tastName | suix |  FistName |  MiddleNome | DOB | ssN | Gender | Race | contactin |  Members | caseNo |  pesonType |  DateofDeath | Report
| ercerson \ ED ~ enmerr[roococse 3 \ \ \ \ [Fariisare \ [Fror matementResor
Search Results for SAMS People
Type First Name Last Name Middle Initial suffix Maide Name Alias Date of Birth Date Of Death Gender Ethnicity Warital Status Primary Language
Gonsumer Joseph Henderson anziear ™ N
Gonsumer Graciana Henderson 1111380 F N
Gonsumer $ Virginia Henderson 23 F N
Gonsumer Mary Henderson 21192 F N
Gonsumer witiea Henderson 2081932 N
Gonsumer Katara Henderson anonezs F

People Search Page

Note:

If a person is selected from the SAMS grid, it will create a people record in WellSky.
O The next time a search is conducted on that person, their people record will display in
the Harmony (WellSky) grid.

4. Use the expansion icon (+) in the list view grid to view additional information.
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HAZeMm 1205 PN

File

Search

Smin Help

Appty Fibar % Search . : . [ . Show Filter

Filer

Last Name v| +
— i t———

Search Results for Harmony People

e i e f T = DOB  Gender Race  SSN T — Regort
2 100 Werks Chery 107119645 Female :‘Iill XX :::;:‘M""""
Nané
Name Type Frst Name Last Nyme Muidie Nyme s Primary? Is Active? Start Date End Dot Dusplay?
e Chenyt sty 3262014
P Chenyt Wens v v 11122019 v Nt

People Search Page

Note: Use the expansion grid to see all matching names. The search results initially show the person’s name that
is marked as Primary, as visible in the expansion grid.

In the example shown above, the search results show a person named “Cheryl Werks.” The expansion grid shows
another associated name, “Cheryl Smith.” This people record includes both names, but the primary name is the
one first displayed.

5. To further filter the search results, select the Apply Filter to Search option in the Search section and build your
filters in the Filter section.

6. If the results return a matching record, click to select it in the list view. A popup message will appear.

Owverwrite Participant Data: Data on the Caller record will be replaced
with data from the selected people record.

Link to Participant: Empty fields on the Caller record will be populated
with data from the selected people record and then will be appended to the
selected people record.
How would you like to proceed?
® QOverwrite Participant Data
O Link to Participant
(0 Cancel and Return to People Search Grid

The feature allows you to determine how you will use the matching record.

= Overwrite Participant Data — The people record will be copied into the participant record and will overwrite
any data already captured in the record. The Name, Address, and Email that are flagged as Active and Display
along with the DOB, Gender, Race, SSN, and Ethnicity, will populate the participant record. The phone
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number with the phone type of Homel, Work, Cell phone that are flagged as primary and active will also
populate the participant record. This is the default setting.

= Link to Participant -- Use this option when the caller has participant information that is not already listed in
the people record. The people record will be linked to the participant record. Data already entered into the
participant record will not be overwritten with the data from the people record, but the People ID will be
linked to the participant record and the data will be appended to the people record.

The record may contain more information than you see in the search results, but all available participant
information will be available in the saved Call record.
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Overview of PCOC Process

The screening process can be completed in two ways: the self-selection method via the web online assessment form or
within the WellSky Human Services solution.

Online Self-Assessment

Role: Prospective Consumer and/or Caller on behalf of the Prospective Consumer

From the PCOC website, the prospective consumer and/or caller will click on the link to the self-assessment.

Contact Information
1. Indicate if filling out the form for self OR for another individual.

MyOptionsRI LTSS Needs Self-Assessment

If you or someone you care for is an older adult or a person living with a disability, this assessment
guestionnaire will help identify any long-term care needs and the options for services and supports in Rhode
Island that could help meet them. The results of the assessment will also tell you if you qualify for more in-
depth person-centered options counseling (PCOC) and how to connect for this important service with a long-
term services and supports (LTSS) specialists. PCOC will give you the chance to discuss your needs and goals
with a specialist trained in LTSS. If your situation requires assistance right away, please call the POINT at
(401)462-4444. If you are Medicaid eligible, living in a nursing home and would like assistance leaving, please
contact the Nursing Home Transition Program at (401)462-6393 or by email at OHHS.OCP@ohhs.ri.gov.

Required questions are marked with a red reguired label.

CONTACT INFORMATION

Please select one of the following options:

® Unsnswered O 1 am completing this form for myself. (O 1am completing this form for another
individual.

Online Self-Assessment Page

Self
2. When | am completing this form for myself is checked, questions will display.
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CONTACT INFORMATION

Please select one of the following opbions:
O Linanswersd

a2 WellSky

@ | arn compéeting this fiorm for mysedf. O 1 am cormpleting this form for ancther
Indhvigial.

Information for the Person

IArst Mame spimd

Erier respose...

Al Initial

Erier respoTse...

LLast Mame i

Erier respoTse...

Date of Birth

Erxer respose...

[Race
& Linamswensg
0 Armerican indlanAlaska Natve

Q) Some Other Rece

O Aslan O Black or African Amarican

(0 Native HawallanPadfic Islander O White

Whiat s your preferred lanpuage?

Wousid you lice o hawe 3 person who speaks your prefermed language help you at no oost wihen you are mntacded by the office?

& Unaewered O Yes O Mo

Erfer respose. .

Erer respose..

aty

Erer resnmse..

Erger resnmse..

Tip Code

Ereer rEspoTse. ..

IPrefiermed Method of Contad:

8 LinaTseEnsg

) Ido notwish to be contacad

Contact Information Section: Self

1-855-WELLSKY

< Phone o Emall
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3. If I am completing this form for another individual is checked, these questions will display for the

caller to complete.
CONTACT INFORMATION

Please sslect one of the following opiions:

O Linanswersd © | am completing this farm for rmysalf.

@ | am completing this form for another
Inclhvichual.

Submitter Information

you s about
@ Lnasnersr & Caregiver
© Comemunity Drganizaticn & PhysciavProvider

O RelskiverFriend © Request to be Ananyrmous

O Church
i Poilce

0 Seif

Your Prefiermed Method of Conia et
@ Linamsweres O Fhone 0 Emall

© Idonotwishto be comtadted

Information for the Person

L5t Name sepinesd

ErvEr resnmse. .

Dt of Birth

EXvEr response... =

Gander
8 Linasweed o Male 0 Fermaie
(O Gender Non-Canforming O Tranz Femaia 0 Trans Male

O Client Rsfused

Race
@ Linanswensg © Aslan 0 Black or African Amarican
© American indlan/Alaska Native < Nathve Hawallan/Padfic lslander o White

O Some Otner Aace

Street Address

Erver rosoonse...

O Phone O Emal

& I do not wish to be comtacted

Contact Information for Caller & Prospective Consumer
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The subsequent sections of the assessment are recording information about the Prospective Consumer.

Are you or the person you are contacting us about:

A Rhode |sland resident who lives in the state more than 1/2 a year? reguired

w® LUnansweared & Yes

O No

¢ Mo but plan on becoming a resident

A youth with an intellectual/developmental disability or a serious, chronic and disabling condition who Is turning age 19

or 217 reguired

m Unanswered ) Yes O Mo ) Unknown

Expected to need health care services and supports for a period that Is likely to last more than a month?

m Unanswered ) No O Yes

Hawve any of the following health conditions, llinesses or disabilities caused this need for services and supports: requirsd

All f None

[ A COVID infection and treatment [ Accident or injury requiring medical
treatment {e.g., broken limbs,

prieumonia, accident injuries)

[ An intellectual/developmental
disability (occurring before age 18)

[ Physical condition or disability
affecting mobility or functioning (e.g.,
para or quadraplegeic,
neurcmuscular disability, etc)

[ Memaory loss (alzheimer's, dementia) [ Acquired traumatic brain injury {over

age 18)

[ A chronic medical condition (eg.
heart disease, diabetes, cancer,
asthma, stroke, MS)

[ Substance use disorder {e.g., alcahaol,
Rx abuse, illegal drugs)

[0 Serious and persistent behavioral
health condition (e g., depression, bi-
polar, compulsive disorders,
schizophrenia)

1 MNone

Receive any of the following care within the last month: &l / MNons

[ Treatment of a wound or pressure
ulcer by a health professional

[ At home health care

0 Physical Therapy and/or occupational
therapy

[0 In patient psychiatric care

[0 Hospital stay of 3 days or maore

1 Daity manitoring by a skilled nurse
{LPM or BN)

[ Treatment with [V medication

[ Treatment for a substance use
disorder

Experience a fall within the last month

m Unanswered O No 1 Yes

Are you or the person you are contacting us about currently living in a nursing home and would llke assistance leaving

the nursing home?

® Unanswered QO Yes 3 No
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HEALTH COVERAGE

Health Insurance Information: Do you or the person you are contacting us about have any of the following types of
health coverage? Please check all that apply. requirea Al / MNaone

O VA Health Coverage [ Medicare [} Private or Employer Insurance
[0 HealthSource RI Plan O Rhody Health Partners or Rite Care [ Medicaid All Other
Flan

O Medicaid LTSS

[ Medicaid Application Pending [0 Uninsured O Unknown

FINANCIAL INFORMATION

Do you or the person you are contacting us about receive any of the following? required Al / None

O Social Security Disability Insurance [ Supplemental Security Income {S51) [ Veterans Administration (VA) Benefits
(S5D0)
O Other O Mone
[l Retirement, Survivers and Disability [ Pension.or Retirement Plan

Insurance (RSDI)

Which of the following best describes the income you/the person have on a monthly basis? required
® Unanswered 2 Less than $2,300 / month » Between $2 300 - 34 500 f month

) Between 34 500 - 8,500 / month 2 Ower 38,500 / month 2 Unknown

Are you or the person you are contacting us about married? If so, and tell us the combined total resources/assets of both
spouses when responding to the question below.

® Unanswerad ) Yes ) No

LIVING ARRANGEMENT

Which of the following best describes where yow/the person live(s) now? requred

If you/the person reside(s) in a home-like setting (house, apartment, condo, etc.), which of the following best describes
who else [ives there?

® Unansweared 2 Mo one, live alone 2 Spouse/parmer only
> Spouse/partner and Child O Sibling(s) 2 Adult child/children
2 Minor chifd/children 2 Other relatives/friends
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ASSISTANCE WITH DAILY ACTIVITIES

Instructional Text

In this section, we would like to know more about the areas of dally Iife where some type of assistance may be needed by you or the persen you are
contacting us about,

Do you/the person need help on most days with any of the
following: (Check all that apply)

Bathing (e.g., getting In and out of a shower/tub, using faucets, hair/body toweling)

) Yes O No

Dressing (e.g., putting on/taking off clothes, socks, shoes, or stockings)

) Yes O No

Toileting (e.g., getting on or off the toilet, wiping, or changing pads)

) Yes 0 No

Eating (e.g., eat, drink, using utenslls, chewing/swallowing)

iy Yes O No

Grooming (e.g., brushing teeth, combing hair, shaving, cutting nails)

) Yes O No

Managing Medications {e.g., filling prescriptions, taking pills/medicines as directed, keeping meds organized)

) Yes O No

Maoving About (e.g., going from room to room or outside and back in without a walker or other assistive device)

) Yes 0 No

Physical transitions (e.g., getting up from or moving between a bed, a chair/wheelchair, or toilet without help)

i Yes O No

Housekeeping (e.g., general cleaning, dusting/vacuuming, washing dishes)

i Yes O No

Preparing Meals (e.g., planning, cooking, serving and clean-up)

) Yes 0 No

Shopping {e.g., grocery, clothes, prescriptions)
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Laundry (e.g., using washer/dryer, folding, putting laundry away)

) Yes > No

Handling Mall (e.g., opening, reading, responding)

) Yes > No

Managing Money (e.g., keeping accounts, paying bills, handling cash)

) Yes > No

Assistive Devices  All / MNone

[ UsesaCane ) Rollator [ Uses a walker
[ Wheel-chair reliant [ Meeds assistance moving [ Cther

[ Falis aris art risk of falling

4. At the end of the form, click Submit.

By checking this box, | hereby authorize the use or disclosure of my protected health information as described above.  #

® Yes 2 No

Thank you for completing the LTSS needs assessment questionnaire. Click "Submit" to receive the results
and find out more about contacting an LTSS specialist for person-centered options counseling. If you would
prefer not to submit the questionnaire, click "Cancel".

5. A message will display on the screen, letting the individual know that the submission was successful. A record
number is provided for their reference. The message allows you the option to return to the RI EOHHS website
or print the information submitted.

Online Self-Assessment Page

Success!

Please keep this reference number for your records: 10667

Return to Rhode Island EOHHS = Print

Success Message
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Online Self-Assessment Submission

PCOC Supervisors will be monitoring online submissions and assigning MyOptions Advisors to follow up with the
prospective consumer and/or caller.

) Role: PCOC Supervisor

1. After logging into WellSky, click on the Calls Chapter.

| iw' I| CONSUMERS

2. Redefine the Advanced Search filter by selecting Call Method.

PROVIDERS REPORTS

MY WORK
WellSky Chapters

Calls Advanced Search Filter

3. Click on the + plus sign.

4. Select Web Intake from the dropdown list and click Search.

1-855-WELLSKY

WellSky.com

—_—
MY WDRK % COMNSLUMERS PROVIDERS REPORTS
— Fitars
| Divisian V| |EquaiTa W | Pcoc W AND W x
Iﬂmmn b : -
Divisian
Cal Daie — —_—
| Cab Tirre i) returned - now viewing 1 mraugh 15
Type of PCOGC
: .
Calar || Call Date - | Cali Time | Call Medhod | Owerall Siatus ‘Fﬂ-_ﬂ'!hiﬂ Caller Nama Conaumsr PCOC Counssdor | Checked Ouf By
Oy Btatits DFBE202Y |B40AM | Wb iniake | Darding Plandding Rimesd Charfes Etfwnrd -
Task Status
Intake Workes OPS2021 (135 PM | Webbnlake | Pending Panding Teest, Googhe Translnbe -
Callor a2 M o7wa0 | 257 oM |Webniake | Danding Planding Aozl Sapdolusid -
Caler Lest Mame : -
Firal Marne OFMOE20210 [9:48 PM | Web bnlake | Pending Pending Peynoids Wicki .
,Ff:“hh'l‘_“‘:’”‘“'“"‘"” D7M082027 |&42PM | Web bntake | Pending Prarsding Piaricpant, Consumes -
PCOC Couwnmelar OFNE2020 | 837 M | Web bnlake | Pending Pending Te=st, Inlnkm 2 Eranmich, Dan .
Cheched Cal By o T z 7 L
OTME2021 (428 PM | Webintake | Panding Pending Scully, Denn Kogherine Franoich, Dan -
Caler First Nano
Cafer Lasi Mame OFaIT2021 [ 1205 PM Cigen Pending Inkai Call wag lhe Comsurmer Teest, Scoil Eramorech, Dlen -
POC | 10443 |oravianat [12asPM Panding Pending Guplisimo Barbara | -
PCOC 1638 | OFAOTR202 | 11:550AM e Pending Irakal Call wih [he Consiener Tewsit, Tty Framoreich, Dan Kranowch,Dian -
PROC I3 | DED20M |9E3AM | Tolephone | Ogen Roached Consumer, Schedued Cal o Discuss Opians | MuiderFos W MuiderFox W Eramowich, Dan -
PCOC 106716 | DE2E202Y | L57 PM Tgen Pending Irikal Call wih [he Consiener Sample Francine | Sargie Francine Eramoench, Clen Eranowch,Dian -
ﬂ PCOC 12 | DR2EZ02 | 1004 AN | Tefepbone | Panding Clommt - Ietlnke and Screwning Gurald Hamiet | Gerard, Sally GuglieimoSartam | Guglisime: Barbara | -~
PCOC AT | DEZE20T | 10404 AN | Telepbone Ogren Reached Consusner, Scheduleit G o Discuss Oplions. | Me Help Bametl, Pear -
PCOC 1530 | DA2EZ202Y | E533AM  |Telephone | Complele Clommt - bitake and Screening Enrly, Tenoiby Earfy,Retmerra Guglieimo Bartrara -
s Firsl | < Pravious Retrove [ 16 | Reconds o e fme mm
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File

‘WE“SR}{ Human Services

a2 WellSky

~Fole

Welcame, Barer2 Guglielme | Queue Search | o o

TYLE/IOTL 11:25 AM w

—Qulck Saarch- -
| [cat= v | [can v| Gl | ADvanceD searck
MY WORK m CONSUMERS PACVIDERS | REPORTS
Flrtars
| Divzan | Equt Ta w| (pcoc w| [mow| (x
[Equed Ta W | [Webimke s | (AT | ]
L AR
-
——18 Q@UaUS S83rch racord{s} raturnad - now viewing 1 through 15
Divislgn | CalliD | CeliDate~ | Call Time Call Method Overall Statue Task Hatus Caller Name ‘Consumar PCOC Coungsior Chacked Qut By
BoDG IEET OTNER202E B0 AN Wieh Inbabkie Peniding Pending Rus=el Charles Edwed -
PCOC 10BEE aTE202T 135 P Weab Inlake Peding Pendng Te=t, Google Tramslate -
PoOG 0ESE | O 1R20RE 237 P Wb inlaki Peniding Pending Aol Sapda i -
PCOC 10650 OT0B202% @48 P Wb Intake Pesrding Pendng Reyriolds Vicki -
PCOC eSS [Fi S v 44 P Wab nlake Pending Pending Parficpani, Consumes -
PCOC 10628 OT0B202% B3T P Wb Intake Pesrding Pendng Test Inlshad Erancvich,Dion -
PCOC AEAT OTDE2021 28 PM Wab nlake Pending Pending Scully, Dnna Kathezing Kranovich,Dan -
PCOC 10EAD e T202% 11200 AM Wb Inlake Pending Pendng Te=d Jim O Guglivimo Barbara -
PCOC 10557 OEOL2021 135 AM Wb Tiilake Pearding Pendng Comsumes; Test Barned!,Paps
PCOC 1535 QENE202% B0:EE AR Wb Inlake Pending Pendng Zoee Fro Hrancvich,Dian -
PCOC a5 | 0s1RR0RY 438 PMA Wb tnlake Peniding Pendng T2, Teemt -
PoOC 48T 05 1w2021 42T P Wab Inlake Pending Pendng Mumath jor Brosdway -
PoDC A04AT DSBR2021 BT AM Wish Tnlake Penrding Pending Hollznd Forn Staniay -
PCOC 10485 0E 202 56 AM Wab Inlake Pending Pendng Jeizen, Carnle J Guglivima Barbara -
PoDC 034 DADE2021 1259 PM Wb dnlake Penrding Pending ¥easmean Freda Y Buglieima Barbara -
o Fisst |« Previous Relreve | 16 | Recordy =1 a trme mm
Call Records Results
Note

Another indicator that a record needs a PCOC Counselor\MyOptions Advisor assigned is the

o

Blank.

PCOC Counselor field is blank. The filter can be modified by selecting PCOC Counselor Equal to

5. The results will display with the latest online self-assessment. Click on the record to open.
6. Select Check Out Call from File menu.

1-855-WELLSKY

WellSky.com
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File Tools

Reports  Word Merge

a2 WellSky

Call ID = 10667 - Charles Russell | Call
Last Updated by Admin
at 7/16/2021 8:40:04 AM

Check Out Call
Aszociated Calls

Events

Track Call Status

Call Details Page

7. Click OK.

Check Cut Call
Al

‘ng Worker *
Call Date *
Call Time
Call Method
Type of PCOC *

How did you hear about us?

In a crisis situation requiring
immediate health care assigtance?

Reason for Call

Details of Call

Decision
Overall Status *
Task Status *

Comments

PCOC Counszelor

fwtest.harmaonyis.net says

The Record Successfully Checked Cut

Message Window

8. Click on the Participants subpage.

Peoc |

1%

| Pending |

[Pantig._|

9. From the Participant list grid, click on a participant.

1-855-WELLSKY

WellSky.com
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a2 WellSky

a4 WellSky Human Services Call 1D = 10729 - Stele Marshall | Participants.
8/3/2021 3:50 PM

File  Add Participant

Call () Fitters o
T .
—
1 Participants record(s) returned - now viewing 1 through 1
Notes
Associated Calls - — - — - " - - . - - N -
[ Lastn | Firsthame | Relationship to Prospective Consumer | ComtactType |  ciy | State | ZipCode | HomePhone | WorkPhone | Email | Age | |
Everts [ | Marshall | steta ] Jﬁ!nsumer lJamssmwn JRMdéksland ] j ] l ] [ J
Track Call Status First  Previous Recordsperpage| 15 = Next Last

Participant List Page
10. Select Search for Person from the Tools Menu.

Call ID = 10729 - Stella Marshall | Consumer

‘ We“Sky Human Services Last Updated by bguglielmo

at 8/3/2021 6:59:03 AM

File Tools Reports

4

Click Search for Person from Tools Menu

11. The People Search window will display.

‘ we“sky Human Services Call ID = 10729 - Stella Marshall | People Search
8/3/2021 4:04 PM
File

©)

\ o

[] Apply Filter to Search Show Filter

on

‘Lasl Name [Begins With ‘ Marshall AND v |

‘Fars|Name [Begmswnn ‘Slella ‘ AND \l\

Last Name: Z [+)

Hide Filter

People Search

12. Click Search.
13. If no results return, Select Close People Search from the File menu.
14. If results return, verify that the people record in the grid is the same person. If so, click on the name in the

results grid.

Overwrite Participant Data: Data on the Consumer record will be replaced with data from the
| selected people record.

Link to Participant: Empty fields on the Consumer record will be populated with data from the
selected people record and then will be appended to the selected people record

How would you like to proceed?

® Overwrite Participant Data

O Link to Participant

O Cancel and Retum to Peaple Search Grid

People Search
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The feature allows you to determine how you will use the matching record.

a. Overwrite Participant Data — The people record will be copied into the participant record and will
overwrite any data already captured in the record. The Name, Address, and Email that are flagged as
Active and Display along with the DOB, Gender, Race, SSN, and Ethnicity, will populate the participant
record. The phone number with the phone type of Homel, Work, Cell phone that are flagged as primary
and active will also populate the participant record. This is the default setting.

b. Link to Participant -- Use this option when the caller has participant information that is not already
listed in the people record. The people record will be linked to the participant record. Data already
entered into the participant record will not be overwritten with the data from the people record, but
the People ID will be linked to the participant record and the data will be appended to the people
record.

15. Make a selection and click OK.

16. From the Call Participant Details page, Select Save and Close (Caller, Consumer or Other Contact) from the File
menu.

17. Repeat steps 9-15 for other call participants.

18. Click on the Call Subpage.

Call

Participants
Documentation
Notes
Associated Calls
Events

Track Call Status

19. On the Call Details page, complete the following:
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a8 WellSky Human Services ol 51007 s el | ol

at 7/16/2021 8:40:04 AM
File  Tools Reports  Word Merge

l Call J Call Information

Participants Division FCOC e
Date of Initial Contact * | 07716/2021

Documentation —
Time of Initial Contact * | 0840 AM

Mol Ilntake and Screening Worker * | il

Associated Galls Call Date * | 07162021

— Call Time _0314.0_1&!",']
Call Method Web Intake w

Track Call Status =
Type of PCOC * [Intake/Screening ~ |
How did you hear about us? [ w |

In a crisis sifuation requiring M
immediate health care agsistance? -

Reason for Call

Detailz of Call
- 4l
Decision
Overall Status *
Task Status =
Comments

I PCOC Counselor

v||

Call Details Page
a. Intake and Screening Worker: Select the Web Intake, Worker from dropdown list.
b. PCOC Counselor: Select the worker from dropdown list.
20. Select Save, Check In and Close Call from File menu.

Note

Assigned PCOC Counselor\MyOptions Advisor will see the Web Intake Submission on their Call
9 Records grid when they navigate to the Calls Chapter. Refer to section, Online Self-

Assessment Record and PCOC Process, page 47.
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Practice #1 Exercise

' Practice Exercise #1
1. Complete an online self-assessment.
2. Open the Web Intake record from the Calls Chapter.
3. Assign record to a worker.
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A Well

Add Call in WellSky

PCOC Staff will enter calls received by logging into WellSky.

Role: PCOC Worker

1. After logging into WellSky, click on the Calls Chapter.

MY WORK CALLS ] CONSUMERS PROVIDERS REPORTS

Click Calls Chapter.

2. Select Add Call from the File menu.
3. The Add Call details page will display.

Call Information
E Call Information

Enty Date® Entry Time*
Call Date* [6/28/2021  |TF] Start Time* 06 : 33 AM| 2
- Y

End Time* =
Call Method v Type of PCOC* v
Lnn}ake a*nd Screening |Gug|ielmu, Barbara | I T | E;u’\f did you hear about v]
Overall Status* Open v
Confidential O

Add Call > Calls Information

1. This section captures information about the call. Fields with an asterisk * are required.

2. Select a value for the Call Method.

3. Select a value for Type of PCOC.

4. Select a value for How did you hear about us?

Note
Fields with a red asterick *: The field is required.

@ Confidential/Restricted: When selected, this checkbox makes the record only available to
workers whose names are directly associated with the call. System administrators and the
supervisors of these workers are also able to open and view the record.

Caller

1. This section captures information on the caller.
2. Click Search to add the caller’s information.

|:| Caller Clear

Click Search for Caller.
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3. The People Search window will display.

4. Enter the name of the caller, by using the Search text box or configuring the filter by First and Last Names. Click
Search.

A WellSky Humansenices Welcome, Barbara Gugliemo | People Search
bl / Formerly Mediware Harmony

525/2019 5:56 AM

File
~)-Search
Help
[ Apply Fitter to Search | Search " Reset” MEITIEY
Filter

Partal Contact nformation|v|  EqualTo W] [ aNp[v| | x

Last Name M+

["Sean | Feset ] e e

People Search Window

+
5. Select a field from the dropdown down and click on the and enter the value in the text box.
6. Once filter is established, click Search.

If Results Yield a Match

7. The search results display in two list view grid. The first grid identifies people that are in the WellSky database.
The second grid identifies people that are in the SAMS database.

A WellSky Humanservices Welcome, Barbara Gugleimo | People Search
9 \‘} Formerly Mediware Harmony 61282019700 AM
File
Search
Help
[ Apply Fitter to Search | “Search | Reset JEETICH
Fiter
Partal Contact Informaton|v/|  [EqualTe [V ] anov] [ x
Last Name V] lequate [¥] | Hencerson ano[v] [ x
Frstname N swmwn v o o] [x
LastName M+
Search Results for Harmony People
T
| tastName | suix |  FistName |  MiddleNome | DOB | ssN | Gender | Race | contactin |  Members | caseNo |  pesonType |  DateofDeath | Report
& Honson ED N oo ooomeez Jvae \ \ \ \ [Fariisare [Frr imavement Repor
Search Results for SAMS People
Type First Name Last Name Middle Iitial Suffix Waide Name Alias Date of Birth Date Of Death Gender Ethnicity Warital Status Primary Language
Consumer Joseph Henderson ait7r1ea7 ™ N
Consumer Graciana Henderson 11171280 F N
Consumer S Virginia Henderson a2 F N
Consumer Mary Henderson on11e28 F N
Consumer Wilted Henderson 2081932 N
Consumer Katara Henderson anorta7s F

People Search Page

Note:
If a person is selected from the SAMS grid, it will create a people record in WellSky.

9 The next time a search is conducted on that person, their people record will display in
the Harmony (WellSky) grid.

8. Click name in search results grid.
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A We" Sk Human Services Welcome, Barbara Guglielmo | People Search
y Formerly Mediware Harmony 12/21/20209:19AM W
File.
(©-search
rodgers )
[ Apply Fitterto Search "Search | “Reset” TS
) Filter
Paria Canactinamatnv| Ewaie V] 0 A0V (x
Last Name M+
Search Results for Harmony People
LT
Last Name People ID First Name Middle Name Suffix DOB Gender Race SSN. Contact ID Member ID Case No Person Type Date of Death Participant Photo
® | Rodgers 10009 Julia &/1049 Female Wnite 454511554 Participant
® | Rodgers 10100 Patrick L arB/1979 Male White 565950505 Particiant
® | Rodgers 10174 ‘Sharlene Female Black or African American Participant
® | Rodgers 10470 Geciia i 1211671975 Female winite Paricipant

Click name in search results grid.

7. A message will display.

Overwrite Participant Data: Data on the Caller record will be replaced
with data from the selected people record.

Link to Participant: Empty fields on the Caller record will be populated
with data from the selected people record and then will be appended to the
selected people record.
How would you like to proceed?

(® Qverwrite Participant Data

O Link to Participant

(O Cancel and Return to People Search Grid

—

T TATEITEITY T
People Search message displays.

8. Click OK. The People Search window will close and return the user to the Add Call page.
9. The information from the individual’s People record will display in the Caller’s section.

|:| Caller Search Clear
Anonymous O
Last Name [Foster Middle Inital ] FISt [ Geraldine
Name
Street [34 Hope Street | copy Address Erom
Street2 | |
City Bristol 1 gt Rhode Island |7 Zip |0280% [

ContactPhone  |(401)289-7845 |

Surrogate Legal

Status |Nane El
Relationship to R -

Prospective | Community Organization
Consumer

Coneumer == NN
No

Language Spoken [English = Interprater/Translator 0

Needed?

Add Caller>Caller Section
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If Results Do Not Yield a Match

A WellSk Welcome, Barbara Gugielmo | People Search
y sz oo
File
()-search
Help
] Apply Fiter to Search [ “Searcn | Reset’ IR
) Filter
Partal Contact Informaton|v|  [Equal To || ] ano[v] [x
Lasthame N e ] [wens w0 x
st ame M e ] [ mol| (x
LastName M+
Search Results for Harmony People
[ Last Name Suffix First Name [ Middle Name | oos ssN Gender Race Contact 1D Member ID Case No Person Type Date of Death Report |
| [No records to display. |
Search Results for SAMS People-
[T Twe First Name Last Name Middle Iniial Suffix Maide Name Alias Date of Birth Date OF Death Gender Ethnicity Marital Status Primary Language I

| [No recorss toipty. |

People Search

10. If your search does not result in any matches, select Close People Search from File menu.

File

Print

Close Pecople Search

File>Close People Search

11. The People Search window will close and return the user to the Add Call Details page.
12. Complete the necessary information in the section.

D Caller Search Clear
Anonymous
Last Name Middle Initial e
Name
Street Copy Address From
Street?

o e e o

Contact Phone

Surrogate Legal
Status EI
Relationship to

Prospective [ [~]
Consumer

Consumer Case I:I
No

Language Spoken - Interpreter/Translator

Needed?

Add Caller>Caller Section
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Prospective Consumer

Well

13. To add a prospective consumer, click Add.

IZI Consumer

To add a prospective consumer, click Add.

Add New Consumer Information
Primary W

Caller is Consumer

Last Name™*

Address Type [v]

Street
Street2

City

Contact Phone*
Gender*
Date of Birth

Age Estimated

Surrogate Legal Status
Legal Status

Marital Status*

Language Spoken

Consumer Gaseto [

Add Call>Prospective Consumer

dd Edit Delete
Search Clear
] - First
Middle Initial Name*
Copy Address From
7 =
~ | Clear State - nge* -
Email Address
[+] Race [ ] Ethnicity [v]
Age at
cal L1
[v]
[v]
[v]
T Interpreter/Translator
el Needed?

14. If the prospective consumer is also the caller, check Caller is Prospective Consumer.

15. If not, follow steps 8-17.

16. When complete, select Save and Close Consumer from the File menu.
17. A message will display. Click OK.

1-855-WELLSKY

Message from webpage x

| The participant was saved successfully.

Participant saved successfully.
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If the consumer is new to the system, you can use the Copy Address From. When
selected, a new window will appear with the address of other persons related to the
call (Caller, Other Contact). Select an address from the grid. The window will close
and the address will appear for the prospective consumer.

Reason for Call
1. Enter reason for call in the Details of Call textbox.
2. If the individual is experiencing a crisis, check the box for In a crisis situation requiring immediate health care
assistance?
D Reason For Call

Details of Call

In a crisis situation requiring
immediate health care
assistance?

Contacts

1. To record additional persons, click Add.

>
(=%
=
=
5
(]
©

B Contacts

To record additional persons, click Add.

2. Enter the necessary information.
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Well

Welcome,

; Contact
Guglielmo,
WellSky Human Services Barbara
2/15/2021 12:28
PM
File
Spell Check - Save Contact - Save and Close Contact - Close Contact
Add New Contact Information Search Clear
Last Name Middle First
Mame Name
Address Type [v]
Street Copy Address From
Street2
City « [ Clear State u o z
coce
Contact Phone el
Address

Relationship to T
Prospective Consumer L]
case No )

Add Call>New Contact

3. When complete, select Save and Close Contact from the File menu.

Decision

1. No changes are needed in the Decision section.

EI Decision
Task Status* Pending Initial Call with the Consumer h
Commenis
4
PCOC Counselor* |Gug|ie|mu, Barbara | | Clear |
Division PCOC hd

Add Call>Decision

To continue working with the call record:
2. When complete, Select Save, Close and Edit Call from the File menu.

To submit the call record and work on it in the future:
3. When complete, Select Save, Check In and Close Call from the File menu.

Note
Do not use the browser window close button (X) to close records. Unsaved changes
will be lost and cannot be retrieved.
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If continuing to work with the call record:
4. The Call Details page will display.

2 Well:

File Tools

call |
I Participants
Documentation
Notes

Associated Calls
Referrals

Events

Track Call Status

Call Details page

o

1-855-WELLSKY

WellS!

File menu options from the Add Call page

Save — This option saves any changes to the Call form since the last save. This can be
completed at any time while working with the Call form and will not close the Call
form.

Save and Close — This option saves any changes to the Call form since the last save
and closes it. The Call record is still checked out to the Worker, so no other workers
can modify the record until it is checked back in.

Save, Close, and Check-In — This option saves any changes to the Call form since the
last save, closes it, and checks in the record. If another worker needs to edit the
record, they can check it out.

Save, Close, and Edit — This option saves any changes to the Call form since the last
save, closes the form, and opens the record in edit mode.

LSy :&{ \/

= 1A
Reports  Word Merge

Call Information

Date of Initial Contact *
Time of Initial Contact *
Intake and Screening Worker *
Call Date *

Call Time

Call Method

Call Type *

How did you hear about us?
Decision

Overall Status *

Task Status *
Comments

PCOC Counselor

Human Services

Call ID = 10192 - Jason Vanderbilt | Call

Last Updated by bguglielmo
at 3/7/2021 $:40:22 PM

121472020
[08:20 AM

|Guglielmo, Barbara V|
12/14/2020
08:20 AM

Telephone v

Information w|

Hospital Referral v

Open vf‘

[Pending PCOC Follow-Up/Close-Out V|

|Guglielmo, Barbara V|

For multiple prospective consumers (caller is reporting on their parents), go to page 52.
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Practice #2 Exercise

’ Practice Exercise #2
1. Add a Call record.
2. Complete a People Search for Call Participants.
3. Save Call record.
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Online Self-Assessment Record and PCOC Process
Online Self-Assessment records are available in the Calls Chapter. To access the record:

1. Click on the Calls Chapter.

MY WORK “ CONSUMERS FROVIDERS REFPORTS

2. Select a record with a Call Method = Web Intake from the Call List Grid.

wrvos [ eaws | cowwers | erovoees | nerowrs

Overaisaus V| [EquaiTo ao[v| x|
callip M+
=
—4Queue - now viewing 1 throug!
callip Call Date . Call Time Call Method Overall Status Task Status Caller Name Prospective Consumer Checked Out By
10192 12/1412020 820 AM “Telephone Open Pending PCOC Follow-Up/Close-Out Vanderbilt Jason Arthur -
Tl | 12212020 B02AM Telephone Open Pending PCOC Follow-Up/Close-Out Rodgers,Ceclia L Lawson Lawa B ‘Schmidt Dustn
10198 01082021 208PM Telephone Open Pending PCOC Follow-Up/Close-Out Harrison,David Hartson David Gugleimo Barbara 2
10223 021512021 107PM Telephone open Pending Iniial Call wilh the Consumer ‘Sargent Elizabeth Miler James R .
<<First | <Previous| Retrve | 15 | Records atatime  Next> | Last >

Call List Grid page

The last column of the grid, Checked Out By, lets you know if another worker has the record
checked out. If that is the case, you will be able to open the record to view only.

3. The Call Details page will display.
4. Select Check Out Call from File menu.
5. A People Search will need to be completed on the participants. Click OK.

Q Rhode Island Sandbox - Google Chromie - m]

] fMeﬁt.harmungis.neu‘RlSandbafoagesMarmony.aspx?ChaptedD:Z?sﬁmewType:SubPage\l’lew&PageiD:40023&ChapterEnﬁMD: 10667 &EntitylD=10667&CallingChapter=Inquiry&CallingPage =Advanced%20Search&secure=dsc8e

fwtest.harmonyis.net says

A people search was not executed for the following:
Russell, Charles, Edward

Navigate to the Participants record and execute a people search to
determine if the person is already known to your agency.

e

Loading please wait

Message to do a People Search
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6. Click on the Participants subpage.
7. From the Participants list page, click on a participant record.
ﬂ WellSky Human Services Call ID = 10667 - Charles Russell  Participants

7/18/2021 11:55 AM
File  Add Participant

i Filters
| Last Name v [+
J il s
1 Participants record(s) returned - now viewing 1 through 1
Associated Calls ‘ | tasthame [ Firsthame | Relationship to Prospective Consumer | contactType [ City ‘ State ZipCode |  HomePhone |  WorkPhone | Email | age |
B | |Russen |charies i | consumer | Biock 1stand | Rhode 1stand | 02808 | | | [s3s |
venl

First ~ Previous Recordsperpage 15 | Next  Last
Track Gall Stalus

Participants List Page

8. From the Participants Details page, Select Search for Person from the Tools menu.

bt ) D = - Charl Il | C
a8 WellSky Human Services e =

at 7/16/2021 8:40:06 AM
File Tools  Reports
~———— Upioad Proto
‘ Consum

Search For Person

pR—
Charles

Refer for Services

Rromal Edward

Last Name Russell

Address Type
Street 123 Corn Neck Road

Select Search for Person from Tools Menu

9. The People Search window will display. The search results display in two list view grid. The first grid identifies
people that are in the WellSky database. The second grid identifies people that are in the SAMS database. Click

Search.
& WeuSk‘j Human Services call ID = 10667 - Charles Russell ~ People Search
7/18/2021 11:59 AM
File
Search
«©

[ Apply Fitter to Search Sl By  Show Filer

- ~Fiiter
Last Name ~| | Begins With v Russell AND ®
People ID ~ Equal Te ~ 11290 ANDw x
First Name ~ | |Begins With | | Charles AND v x
Middle Name ~ Begins With R Edward AND v x
DOB v~ |EquaTo v onzness AND v »
Race v |EqualTo w | | American Indian/Alaska Native v ANDw *
Partial Gontact Information v | |EqualTo v (m] AND x
Phane v |EqualTo v | | (4012448444 ANDw %
Address Type ~ Equal To v Unknown v AND v x
Street ~v| |EquaiTo v 123 Com Neck Road AND x
City 4 Equal To v Block [sland AND v x
State ~| |EquaiTo ~| | Rhode Island - AND x
Zip Code ~  |EquaiTo v 02806 AND v »®
Last Name v+

[ Reset | Hide Fiter |
People Search Page

If Results Yield No Match
9. If norecords return, Click Close People Search from File menu.
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File

FPrint

s

() Apply Fitter to Search

(]

|

a2 WellSky

Call ID = 10667 - Charles Russell

People Search

7/18/2021 12:00 PM

v -Filter

Last Name v Begins With v Russell AND v x
People ID v T v 11290 aov| [x
First Name v [Begnswith v | | Chares anov| [x
Middle Name v [Begnswih  v| | Edvard e
DB v EwaTo v onrness 4 anov| [ x
Race v |EquaTo v| | American Indian/Alaska Native v| [awov| (x
Partal Contact Information v || EqualTo v 3] anov| [ x
Phone v [EqaTo v [ @on2essass anov| [x
Address Type v EquaTo v Unknown v anpv| [ x
Street v [Eqato v| | 123 Com Neck Road anov| [ x
ciy v [Equato v| | Blockisiand anov| [x
State v [EqaTo v Rhodelsland v anov| [x
Zip Code v EquaTo v| 02808 anov| [ x
Last Name v o+

[FSearch™) "Ressi™Frace Fesr)

Search Results for Harmony People
| First Name Middle Name | suix [ poB | Gender Race | SSN | ContactID Member ID Case No Person Type Date of Death Participant Photo

[ ] LastName . | People 1D

People Search Page

10. Select Save and Close Consumer (or Caller) from File menu.

If Results Yield a Match

10. The search results display in two list view grid. The first grid identifies people that are in the WellSky database.
The second grid identifies people that are in the SAMS database.

s WellSky

Human Services

Welcome, Barbara Guglielmo

People Search

Formerly Mediware Harmony 6282019 700 AM
File
() search
Help
[] Apoly Fitterto Search E Show Filer
) -Fiter
Partial ContactInormationvv] | Eaual To O Aoy [x
Lasthame N Emare ] encesen woly] x
Frstname V] smwn v o w0 [x
LastName V] +
e
Search Results for Harmony People
™
| tastName | suix |  FistName |  MiddleNome | DOB | ssN | cender | Race | comtactin |  Memberm | caseNo |  PpersonType Dateof Death | Report
[encerson ED N oo ooomeez Jvae \ \ \ \ [Fariisare [Fror matementResor
Search Results for SAMS People-
Type First Name Last Name Middle Initial suffix Maide Name Alias Date of Birth Date Of Death Gender Ethnicity Marital Status Primary Language
Gonsumer Joseph Henderson anzngar ™ N
Gonsumer Graciana Henderson 1111380 F N
Gonsumer S Virginia Henderson 23 F N
Gonsumer Mary Henderson 9211928 F N
Gonsumer wired Henderson 2081932 N
Gonsumer Katara Henderson none7s F

People Search Page
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Note:

If a person is selected from the SAMS grid, it will create a people record in WellSky.
9 The next time a search is conducted on that person, their people record will display in

the Harmony (WellSky) grid.

11. Click name in search results grid.

o ~1

‘-‘We"f,“,  Human Services Welcome, Barbara Guglielmo | People Search
ORY  Formery Mediware Harmony 12/21/20209:19 A4 v
File.
) Search
rodgers 9
[ Apply Fitter to Search Il Sl ShowFiter
) Fiter
Partal Comactmomation[ V| EmaiTe [v| [ avO[v| [x
Last Name M+
[“Searcn | Reset | Hide Fier |

Search Results for Harmony People

|

Last Name. People ID First Name Middle Name Suffix DoB Gender Race SSN ContactID Member 1D Case No Person Type Date of Death Participant Photo

Rodgers 10009 Julia 81371949 Female White 454511554 Participant

Rodgers 10100 Patrick i a8/1979 Male White 565-95-0505 Participant

R

Rodgers 10174 Sharlene Female Black or Affican Ameican Participant

® | Rodgers 10470 Cecila i 121161975 Female White Participant

Click name in search results grid.

18. A message will display.

Overwrite Participant Data: Data on the Caller record will be replaced
with data from the selected people record.

Link to Participant: Empty fields on the Caller record will be populated
with data from the selected people record and then will be appended to the
selected people record.

How would you like to proceed?
(® Overwrite Participant Data
(O Link to Participant
(O Cancel and Return to People Search Grid
—
People Slearch mesr;age. displays. I
19. If only partial information was provided from the web form and the existing record is more comprehensive,
select Overwrite Participant Data.
20. If the information provided from the web form is different than the information in the existing record, select
Link to Participant.
21. The People Search window will close and return you to the Participant Details page.
22. Select Save and Close Consumer (or Caller) from File menu.

Intake and Screening Tool

1. Click on Documentation to open the screening tool.
2. Select the Intake and Screening Tool from the list view grid.
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a8 WellSky Human Services Call 1D = 10667 - Chries Russll

7/18/2021 3:35 PM

File
call < ~Filters
Participant ~ +
Participants

— ||

1 Documentation record(s) returned - now viewing 1 through 1

Notes

Associated Calls Document Date Document Name Document By Status Participant
L J 07/16/2021 Intake & Screening Tool Application, Harmony Pending
e

First  Previous Recordsperpage 15 | Next Last
Track Call Status

Documentation list page

3. The Intake and Screening Tool will display.

‘ WeIISky Human Services Call ID = 10667 - Charles Russell | Documentation

Last Updated by Admin
at 7/16/2021 8:40:06 AM
File
Intake & Screening Tool

Call Documentation

Document Date - 0762021 |2

Doc. By * ' Application, Harmony

Doc Name * Intake & Screening Tool

Status * [Pending v

Participant ‘ v
Show Consumer @]

Intake & Screening Tool

4. Select a participant from the Participant dropdown list.
5. Review the information provided.
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ONSUMER STATUS

Are you or the person you are contacting us about:

A Rhode Island resident who lives in the state more than 1/2 a year?* | Yes W |

A youth with an intellectualidevelopmental disability or a serious, chronic and N -
disabling condition who is turning age 19 or 217 o

Expected to need health care services and supports for a period that is likely to last

more than a month?

ACOVID infection and treatment 7
Accident or injury requiring medical treatment
Have any of the following health conditions, ilinesses or disabilities caused this need A cr_1r0mc medical condition {e.g. he_a_r‘t diseas:
for services and supports:® An intellectual/developmental disability (occur
Physical condition or disability affecting mobili
Substance use disorder (e.g., alcohol, Rx abu o

Memory loss (alzheimer's. dementia)

| Serinns and nersietent hehavioral health cond )
Treatment of a wound or pressure ulcerbyat
Daily monitoring by a skilled nurse (LPN or RP
Physical Therapy and/or occupational therapy
In patient psychiatric care

Treatment with IV medication

Hospital stay of 3 days or more

Treatment for a suhstance nss disordar

| [At home health care

Receive any of the following care within the last month:

.|...'|v |"=|n |... |-. |"
]

1
|“
1

Experience a fall within the last month

Are you or the person you are contacting us about currently living in a nursing home
and would like assistance leaving the nursing home?

EALTH COVERAGE
VA Health Coverage | [Medicaid LTSS
Medicare

Private or Employer Insurance
Health Insurance Information: Do you or the person you are contacting us about have HealthSource R Plan

any of the following types of health coverage? Please check all that apply.® Rhody Health Partners or Rite Care Plan
Medicaid All Other

Medicaid Annlicatinn Pandinn

Y e

|AA |A iv ivv

INANCIAL INFORMATION

Supplemental Security Income {SSI)

« || » ||Social Security Disability Insurance (SSDI) =
Veterans Administration (VA) Benefits L
Other >
Do you or the person you are contacting us about receive any of the following?* MNone —
Retirament, Survivors and Disability Insurance _“_
Pension or Retirement Plan - (]2 1 -

:\Lllii:;i;uf the following best describes the income youithe person have on a | Between 52,300 - 54,500 / month v |

Are you or the person you are contacting us about married? If so, and tell us the
bined total resour it s of both sp when ponding to the g i
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What are the total financial assets/resources of the consumer {cash, checking,

savings, CD, bonds, etc.) ? {IF SINGLEY | Between 54 000 - 310 000 |

IVING ARRANGEMENT

Which of the following best describes where you/the person live(s) now?* | Living with Family/Friends ~ |

If you'the person reside(s) in a home-like setting (house, apartment, condo, etc.),

which of the following best describes who else lives there? [ Other refativesifriends v |

ASSISTANCE WITH DAILY ACTIVITIES

In this section, we would like to know mere about the areas of daily life where some type of assistance may be needed by you or the person you are contacting us about.

a Hide Text

Do youlthe person need help on most days with any of the following: (Check all that apply)

Bathing (e.g., getting in and out of a shower/tub, using faucets, hair/lbody toweling) O

Dressing (e.g., putting on/taking off clothes, socks. shoes, or stockings) O

Toileting (e.g., getting on or off the toilet, wiping, or changing pads) [l

Eating (e.g., eat, drink, using utensils, chewing/swallowing)

Grooming (e.g., brushing teeth, combing hair, shaving, cutting nails) O

Managing Medications {e.g., filling prescriptions, taking pills/imedicines as directed, 0

keeping meds organized)

Moving About {e.g., going frem room to room or outside and back in without a walker

or other assistive device)

Physical transitions (e.g., getting up from or moving between a bed, a chairwheelchair, 0

or toilet without help)

Housekeeping (e.g., general cleaning, dusting/vacuuming, washing dishes) O

Preparing Meals {e.qg., planning, cooking, serving and clean-up)

Shopping (e.g., grocery, clothes, prescriptions) (]

Laundry (e.g., using washeridryer, folding, putting laundry away) J

Handling Mail (e.g., opening, reading, responding) (]

Managing Money (e.g., keeping accounts, paying bills, handling cash) O
Uses a Cane o | » [Needs assistance moving
Rollator E

o . Usas a walker | >

Assistive Devices Wheel-chair reliant ]
Other 4
Falls or is at risk of fallina Il =]

Intake and Screening Tool

6. Scroll to the Intake and Screening Response Results Section to review the scoring.
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PCOC Recommended | Yas |
High Priority

Living Situation | Mo |

Youth (IDD or Other Disability) Who is Turning 19 or 21 | No |

Health Status & Cognition

Behavioral Health | No |
COVID | No |
Substance Use | Mo |
Physical Disability | No |
Intellectual or Developmental Disability | No |
Acquired or Traumatic Brain Injury | Mo |
Memory Loss | Yes |

Medicaid LTS5 Financial Eligibility

Already Receiving Medicaid LTSS | Yes |

Eligible or Almost Certainly Eligible | No |

Might be eligible | Yes |

Most likely ineligible | No |
Referrals

Referral to NHTP Yes |

Referral to OSCIL | No |

By checking this box, | hereby authorize the use or disclosure of my protected health
information as described above.

Intake and Screening Tool > Intake and Screening Response Results

7. 1If PCOC Recommended = Yes, scroll back to the top and check Show Consumer.
8. Select Save and Close Documentation from the File menu.
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Note:

If the prospective consumer will be referred to PCOC, checking the Show Consumer box will
copy the documentation to the Consumer record.

9. Skip to page 61 to continue with the PCOC Tool.

Call Record and PCOC Process

Call records are available in the Calls Chapter. To access the record:

1. Click on the Calls Chapter.

MY WORK CALLS CONSUMERS FROVIDERS REPORTS

2. Select arecord from the Call List Grid.

MY WORK caLLs CONSUMERS |  PROVIDERS REPORTS
Filters
Overall Status MRETE [V open V[ anolv| x
callp M o+
4 Queue Search record(s) returned - now viewing 1 through 4-
Call i Call Date« Call Time Call Method Overall Status Task Status Caller Name Prospective Consumer Checked Out By
10102 1201412020 320 AM Telephone Open Pending PCOC Follon-Up/Ciose-Out Vanderbit Jason Arihur 2
7] 10193 1212172020 802 AM Telephone Open Pending PCOC Follow-Up/Close-Out Rodgers,Cecila L Lawson Laura B ‘Schmidt Dustin
10108 0110872021 ZosPm Telephone Open Pending PCOC Follov-Up/Ciose-Out Harrison,David Harrison David Gugieimo,Barbara =
10223 252021 107PM Telephone Open Pending Inial Call wilh the Consumer Sargent Elizabeth Miler James R -

<<Fist  <Previous Retrieve| 15 Recordsatatime Next>  Last=»

Call List Grid page

0 The last column of the grid, Checked Out By, lets you know if another worker has the record
checked out. If that is the case, you will be able to open the record to view only.

3. The Call Details page will display.
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a8 WellSky - Human Services it

at 6/2/2021 12:02:49 PM
File Tools Reports Word Merge

\ Call l Call Information
Participants Division el
Date of Initial Contact * | D6/0272021
Documentation i . p
Time of Initial Contact * | 1157 AM
Moftes Intake and Screening Worker * ' Guglielmo, Barbara
Associated Calls Call Date * | 06/02/2021
Call Time | 11:57 AM
Events : =
Call Method | Other
Track Call Statu I T 7
rack LAl =S 1ype of PCOC *  Other Referral to DHS
How did you hear about us? | Internet

In a crisis situation requiring
immediate health care assistance?

Reason for Call

Details of Call

Decision

Overall Status * | Open
Task Status * | Pending Initial Call with the Consumer

Comments

PCOC Counselor Gugitelnw Barbara
Call Details page

4. Select Check Out Call from the File menu.

File Tools Word Merge
History

Check Out Call

Search for Consumer
Print

Close Call

File menu
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To navigate a call record, there are subpages on the left side of the page.

Call Subpage Description

Call This page contains call and decision information.

Participants This page contains information on the Caller, Consumer and Contacts.

Documentation This page contains the intake & screening tool and the PCOC tool.

Notes This page contains notes and attachments.

Associated Calls This page allows the worker the ability to search and link other call records.

Events Triggered Workflow Wizards appear, allowing the worker to see all events that
have been triggered in the record.

Track Call Status This page displays the status changes of the Call.

Call Participants

1. Click on Participants subpage.
2. The Participant List page will display.

File  Add Participant
(%) -Fitters:
Last Name M+

Oocumentton i e

2 Participants record(s) retumed - now viewing 1 through 2

call

Notes

Associated Calls Last Name First Name Relationship to Prosective Consumer Contact Type. city State Zip Code. Home Phone- ‘Work Phone Email Age

Referrals

Hartison David Consumer Riverside Rhode Island 02015

Events
Fitst  Previous Records perpage | 15 | Next Last
Track Call Status

Call Participants List page

3. Select the Consumer from the grid.
4. The Participant details page will display.
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H il = - Reb 1 C
a8 WellSky Human Services e | Conawmas

at 6/28/2021 6:40:35 AM
File Tools Reports

J Consumer
Primary ad
First Name Rebecca
Middle Initial |
Last Name Early
Address Type
Street 123 Schooner
Street 2 [ Apt. 33
City :_fivénon | = | Clear |
< S >
State | Rhode Island | = | Clear |
<3 >
Zip Code f_028'.r'8 -j = Wﬂ
< >
Home Phone
Work Phone
Work Extension
Mobile Phone | (401)278-9955
Email -
Race [ White b
Ethnicity [Non-Hispanic/Non-Latino V|
Gender |Female V|
DoB 101241952 |2
Age _EB.?
Caregiver Legal Status | Others V|
Legal Status [Unknown v|
Marital Status [Never Married v
Languages Spoken |Engiish Vl
Interpreter/Transiator Needed? ]
Military Veteran | v

Consumer Details page

5. If necessary, add/edit information on the participant.
6. Select Save and Close Consumer from the File menu.
7. Follow steps 3-6 to view the Caller or Other Contacts information.

Intake and Screening Tool

10. Click on Documentation to open the screening tool.

11. Select Add Documentation from the File menu.

12. The Documentation page will display.

13. Select Intake and Screening Tool from Please Select Type dropdown list.
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Call Documentation
Document Date *

Doc. By *
Doc Name *
Status *
Participant

Show Consumer

Start Time

End Time

[077132021 |
;-'Guglielmu‘ Barbara

| Intake & Screening Tool

= WellSky

Open ~

|Gerard. Sally (Consumer) ~ |

O
I«
i
Jle

ONSUMER STATUS

Are you or the person you are contacting us about:

A Rhode Island resident who lives in the state more than 1/2 a year?”

A youth with an intellectual/developmental disability or a serious, chronic and
disabling condition who is turning age 19 or 217*

Expected to need health care services and supports for a period that is likely to last
more than a month?

Have any of the following health conditions, ilinesses or disabilities caused this need

for services and supports:®

Receive any of the following care within the last month:

Experience a fall within the last month

Are you or the person you are contacting us about currently living in a nursing home
and would like assistance leaving the nursing home?

Intake & Screening Tool page

14. Complete the form.

Note

[Yes v |

Yes

No

A COVID infection and treatment i
Accident or injury requiring medical reatment

A chronic medical condition (e.g. heart diseas
An intellectualidevelopmental disability (occur
Physical condition or disability affecting mobili
Serious and persistent behavioral health cond
UMemnre Inss (alzhsimer's dem.

Treatment of a wound or pressure ulcerby a b
Athome health care

Daily monitoring by a skilled nurse (LPN or RI
Physical Therapy and/or occupational therapy
In patiznt psychiatric care ’
Treatment with IV medication

ital stav of 3 dave or mar:

|L Substance use disorder (e.g., alcohol, Rx abu
[
El
antial I.:_ -
[:_ -
[
[«
- |L =

No w

No

If the field has a red asterisk (*), the field is required and must be populated in order

to save the tool.

15. At the bottom of the tool is a section, Intake & Screening Response Results.
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PCOC Recommended
High Priority

Crisis Situation

Living Situation

Youth (IDD or Other Disability) Who is Tuming 19 or 21

Health Status & Cognition

Behavioral Health

COovID

Substance Use

Physical Disability

Intellectual or Developmental Disability
Acquired or Traumatic Brain Injury

Memory Loss

Medicaid LTSS Financial Eligibility
Already Receiving Medicaid LTSS

Eligible or Almost Certainly Eligible
Might be eligible

Most likely ineligible

Referrals
Referral to NHTP

Referral to OSCIL

By checking this box, | hereby authorize the use or disclosure of my protected health

information as described above.
Intake & Screening Response Results

|No

[No
| No

| No

| No
| No
'._h_..lu
| No
| No
| No

[No

[No
| No
_ Mo

| No

| Ne

[No

|

16. If certain criteria are met, the value of the question will change from No to Yes. This information will help guide

how you work with the Consumer.

17. Scroll to the top and select a value for the Status.

18. If PCOC Recommended = Yes, check the Show Consumer box.

19. Select Save and Close Documentation from the File menu.
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Practice #3 Exercise
’ Practice Exercise #3

1. Review the participants records.
2. Complete the Intake & Screening Tool.
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PCOC Tool
1. Select Add Documentation from the File menu.
2. The Documentation page will display.
3. Select PCOC Tool from Please Select Type dropdown list.
4. Select the Consumer for the Participant field.

PCOC Tool
Call Documentation
Document Date * 077132021 H
Doc. By * Guglielmo, Barbara
Doc Mame * PCOC Tool
Status * *
Participant | ~
Show Consumer O

Documentation>PCOC Tool

5. Select Copy Shared Response from File menu.

File  Word Merge

Duplicate Documentation

Copy Shared Response

Spell Check

Save Documentation

Save and Close Documentation
Print

Close Documentation

Select Copy Share Response from File menu

6. Documents with Shared Response window will display. Select the Intake & Screening Tool in the grid.

a8 WellSky Human Services Call 10 = 10198 - David Harrson | Documents
a/15/2021 7342 Ant with Shared
Responses

File

< -Filters-

1 Documents with Shared Responses record(s) returned - now viewing 1 through 1

1 Bocument Name [ Roview I ReviowBato « I Rator satus 1

Intake & Screening Tool 01252021 Gugiieimo, Barbara Pending
|

First  Previous Recordsperpage| 15 | Next Last

Document with Shared Responses List Grid

7. The response results from the Intake & Screening Tool will appear at the top of the form.
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NTAKE & SCREENING RESPONSE RESULTS

PCOC Recommended ' No &
High Priority
Crisis Situation ' No &
Living Situation 'No &
Youth {IDD or Other Disability) Who is Turning 19 or 21 | No &
Health Status & Cognition
Behavioral Health | No &
CovID | No $
Substance Use | No &
Physical Disability 'No &
Intellectual or Developmental Disability | No &
Acquired or Traumatic Brain Injury Mo &
Memory Loss _ Mo &
Medicaid LTSS Financial Eligibility
Already Receiving Medicaid LTSS . No &
Eligible or Almost Certainly Eligible 'No $
Might be eligible | Yes &
Most likely ineligible Yes $

Intake & Screening Response Results

8. Complete the form.

9. Scroll to the top and enter a value for the Status field.

10. If PCOC Recommended = Yes, check the Show Consumer box.

11. Select Save Documentation from the File menu.

12. The toolbar will now display Word Merge. Select PCOC Action Plan from the Word Merge menu.

File | Word Merge

PCOC Tool

Click Word Merge from toolbar.

13. The Word Merge Editor window will display with the PCOC Action Plan.
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a8 WellSky Human Services i e | ROOL Men

File

Preview (read-only)
This s a preview of your merge document and is not editable.

Generate Merge Document

Click the "Open Document” button to open the Merge E on,

Document for editing. A TN
Open Document i 5
FEALTRE HOMAN
‘&,'B"W‘@f

Save to Note

if no changes have been made to the Merge Document, click
"Save to Note". The current word merge template will be
uploaded to a note record with the merge fields populated.

Your PCOC Action Plan:

Consumer background/preferences: Recently moved into a long term care facility

Upload and Save to Note

If changes were made to the Merge Document, click "Upload
and Save to Note" to select the saved file and upload that
document to  note record. Don't forget to delete the saved
document after you have attached it to the note record.

Goal: Default Goal Number 1 - Goal is to...

Action Steps:

Default Action Step 1a.
Default Action Step 1b.
Default Action Step 1c.
Default Action Step 1d.

Service Options:
Default Service Option 1a.Default Service Option 1b.Default Service Option 1c.

T
‘ Do you want o save PCOC Action Plan.docx (144 KB) from fwtestharmonyis.net? | swe v Canel | % .
Jone e \100% <~

PCOC Action Plan Word Merge Letter

If printing to share with consumer:

14. Click on the print icon and follow prompts to print.

If saving to a note:

Generate Merge Document
Click the "Open Document” button to open the Merge
Document for editing

Open Document

Save to Note
If no changes have been made to the Merge Document, click
"Save ta Note". The current word merge template will be
uploaded to a note record with the merge fields populated.

Save o Note

Upload and Save to Note
If changes were made to the Merge Document, click "Upload
and Save to Note" fo select the saved file and upload that
document to a note record. Don't forget to delete the saved
document after you have attached it to the note record

15. Click on Save to Note.

Meszage from webpage X

-' |. ., Document was successfully saved to Note with NotelD=10376.

Message was successfully saved to Note.

16. Click OK.
17. The Notes Details page will display.
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sl WellSky Human Services piRetE SO0 OV | [coc o am marim =~ &8

at 3/15/2021 7:25:27 AM

File  Tools Reports

| ot ‘ Notes Details
. Hote By * Guglielmo, Barbara
Note Date * sansozt |
Participant [ v
Note Type *
Note Hew Text
Status *
Date Completed
Attachments
‘Agd Atachment
Document Description Categary Astion
PCOC Astion Plan pdf Word Template: PCOC Action Plan Remoue
Notes Recipients
‘A Note Reipient B EES
Name Date Sent Date Read Status Date Signed

Note Details Page

18. The Note By and Note Date fields will be pre-populated with User’s name and Note creation Date.

19. Select the Consumer for the Participant field.

20. Change the Note Type from Other to PCOC Action Plan.

21. Enter Note details in the Note textbox. Click Append Text to Note. The note will transfer to the greyed-out text
box.

22. Under the Document sub-header, you will see the attached document.

23. Change Status from Pending to Complete.

24. Select Save and Close Note from the File menu.

25. You will be returned to the PCOC Tool form.

26. Select Save and Close Documentation from the File menu.

Practice Exercise #4

’ Practice Exercise #4
1. Complete the PCOC Tool.

PCOC Referral Form
1. Click on the Calls Subpage.
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File Tools Word Merge

a2 WellSky

Call ID = 10198 - David Harrison | Call
Last Updated by bguglielmo
at 3/7/2021 9:40:51 PM

I 1. Unable to Reach Start Session (Send Brochure)
2. Letter Sent After PCOC (send PCOC Action Plan) 1/08/2021
Participants

3. Unable fo Reach for Follow-up (send PCOC Action Plan) 208PM |
Pocurentation 4. Close O PCOC Action Plan) uglielmo, Barbara ]

Notes 1/08/2021
Associated Calls Call Time 02:08 PM [
Call Method Telephone ad
Referrals
Call Type * |]nformaiion V|
Events

How did you hear about us? [Community Outreach Worker V]|

Select PCOC Referral Form from the Word Merge menu.

2. Select PCOC Referral Form from the Word Merge menu.

a8 WellSky Human Services e

File

PCOC Referral
Form

Preview (read-only)
This is a preview of your merge document and is not editable.
Generate Merge Document
Click the "Open Document" buttonto A
open the Merge Document for editing. |E]

Open Document

DHS Referral Form
Save to Note ‘This form is used to sefer clients to Independent Provider (IP), Personal Choice, Shared Living. Office of Healthy Aging, Medicaid Preventive
and. interage ‘progr:
If no changes have l?ee? made to the“ Section I: Referral Information
Morge Dacumant, dlick “Save fo Note”, Today’s Dates cick here o erer o
The current word me; rge templa{e will Name of Referrer (LTSS SCW): Click here to enter text. Phone # Click here to enter text.

be uploaded to a note record with the
merge fields pqpulated.

Save to Note

Referral to:
O Office of Healthy Aging
O Independent Provider
O Shared Living
O Personal Choice
O Medicaid Preventive (RIPIN)
Upload and Save to Note O Other: Click to Specify
If changes were made to the Merge Section IT: Client Information

Document, click "Upload and Save to Please check all that apply
Note" to select the save i COIClient was found Eligible for Preliminary review and is pending Full eligibility Screening

5 Do you want to save PCOC Referral Form.docx (172 KB) from fwtest.harmonyis.net?
one

PCOC Referral Form

If printing to share with consumer:

3. Click on the print icon and follow prompts to print.

If saving to a note:

Generate Merge Document
Click the "Open Document” button to open the Merge
Document for editing

Open Document

Save to Note

If no changes have been made to the Merge Document, click
"Save to Note” The current word merge template will be
uploaded to a note record with the merge fields populated.

Save fo Note

Upload and Save to Note
If changes were made to the Merge Document, click "Upload
and Save to Note” to select the saved file and upload that
document to a note record. Don't forget to delete the saved
docume: you have attached it 1o the note record

Upl Save fo Note

4. Click on Save to Note.
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Meszage from webpage X

| Document was successfully saved to Mote with MotelD=10376.

Message was successfully saved to Note.

5. Click OK.
6. The Notes Details page will display.

a8 WellSky

File  Tools  Reports

Human Services

Notes Details
Note By *

| Note

Note Date*
Participant

Note Type *

Note

Status *
Date Completed

Attachments

Add Attachment

PCOC Referral Form.pdt

0N

Call ID = 10198 - David Harrison
Last Updated by bguglieimo
P

at 3/23/2021 3:39:25 PM

Guglielmo, Barbara
03232021 |

jartison, David (Consumer

n, David (Con:
[PCOC Referral Form Vi

Description Category Action

Word Template: PCOC Referral Form Remove

Note Details Page

The Note By and Note Date fields will be pre-populated with User’s name and Note creation Date.
Select the Consumer for the Participant field.
Change the Note Type from Other to PCOC Referral Form.

Note A

10. Enter Note details in the Note textbox. Click Append Text to Note. The note will transfer to the greyed-out text

box.

11. Under the Document sub-header, you will see the attached document.
12. Change Status from Pending to Complete.

13. Select Save and Close Note from the File menu.

14. You will be returned to the PCOC Tool form.

15. Select Save and Close Documentation from the File menu.

Word Merge Documents

During the PCOC process, counselors may correspond with consumers using letters.

1. Return to the Call details page.

2. Select a letter from the Word Merge menu.

1-855-WELLSKY
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Tools  Reports

Participants

Documentation

Motes

Associated Calls

Events

Track Call Status

Word Merge file options

3. The Word Merge Editor window will open with the chosen letter displayed.

4 Call ID = 10239 - William Brower 1. Unable to
‘WeIISky Human Services afef2001 416 Reach Start
Session (Send
Brochure)
File
Preview (read-only)

This is a preview of your merge document and is not editable.

~
Eiewd _

William Brower
2 Prospect Street
East Greenwich, Rhode Island 02818
Date: April 6, 2021
Re: Introduction to Persen-Centered Options Counseling
Dear William Brower,
I am a person-centered options counselor with Rhode Island Office of Healthy Aging.
Rhode Island’s person-centered options counseling (PCOC) program is a free, short-
ferm services to help people better understand their choices for long-ferm care given
their own unique needs. For your information, | have included a copy of the PCOC
brochure which tells you how PCOC works in more detail.
If you would like to participate in a PCOC session, | would be more than happy to
talk with you over the phone about your long-term needs, goals, and options at
(401)955-5555. | am available M-F from 8:30 am to 3:30 pm.
Sincerely,
Barbara Guglielmo
Implementation Consultant
Rhode Island Office of Healthy Aging
(401)555-5555

v

‘ Do you wantto save 1. Unable to Reach to ion (Send ox (145 KB) from i Save |v|| Cancd | x|

Generate Merge Document
Click the "Open Document” button to open the Merge
Document for editing

Open Document

Save to Note
If no changes have been made to the Merge Document, click
“Save to Note’. The current word merge template will be

uploaded 1o a note record with the merge fields populated.

Upload and Save to Note

If changes were made to the Merge Document, click "Upload
and Save to Note” to select the saved file and upload that
document to a note record. Don't forget to delete the saved
document after you have attached it to the note record.

Upload and Save fo Note:

0% v

Word Merge Editor window

If printing to share with consumer:

Word Merge Toolbar

1. Click on the print icon and follow prompts to print.
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If saving to a note:

Generate Merge Document
Click the "Open Document” button to open the Merge
Dacument for editing.

Open Document

Save to Note
I no changes have been made to the Merge Document, dlick
“Save to Note™. The current word merge template will be
uploaded o a note record with the merge fields populated.

‘Save to Note

Upload and Save to Note

If changes were made to the Merge Document, click "Upload

and Save to Note™ to select the saved file and upload that

document to a note record. Don't forget to delete the saved

decument after you have attached It to the note record.
Uploat ave fo Note

Word Merge options

2. Click on Save to Note.

a2 WellSky

Message from webpage

| Document was successfully saved to Mote with MotelD=10376.

Message was successfully saved to Note.

3. Click OK.
4. The Notes Details page will display.

a2 WellSky Human Services

File  Tools Reports

Call 1D = 10138 - David Harrison | Note
Last Updatsd by byuglsime
2t 3/15/2021 7:25:27 AM

Rola

Sign Out | PCOC Sysam Admin

Notes Details
Hote By *

MNote Date *
Participant
Note Type *

Note

Status *
Date Completed

Attachments.

Add Atrachment
Document

PCOC Action Plan.pf
MNotes Recipients
Add Note Recipient

Name Date Sent

1-855-WELLSKY

MNew Text

Description

‘Woard Template: PCOC Action Plan

Date Read

Note Details Page

WellSky.com

Status

Date Signed

Action

Remaove
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axi Well

The Note By and Note Date fields will be pre-populated with User’s name and Note creation Date.

Select the Consumer for the Participant field.

Change the Note Type from Other to the type of letter attached.

Enter Note details in the Note textbox. Click Append Text to Note. The note will transfer to the greyed-out text
box.

Under the Document sub-header, you will see the attached document.

10. Change Status from Pending to Complete.
11. Select Save and Close Note from the File menu.

Practice Exercise #5

/

Practice Exercise #5
1. Execute a Word Merge Letter.
2. Add a Referral.

Decision & Check in Call
This section is used to document where in the process a counselor and consumer are in the workflow.

If uninterested or unavailable:

1.

NoukwnN

Click on the Calls details page.

Under the Decision section, change the Overall Status to equal Complete.

Change Task Status to equal Closed.

Select the activities completed for What activities did you complete?, if applicable.
Enter notes in the Comments field, if applicable.

Select a value(s) for Resolution.

Select Save, Check in and Close Call from File menu.

If Information & Referral:

1.

Nowuhs~wnN

Click on the Calls details page.

Under the Decision section, change the Overall Status to equal Complete.
Change Task Status to equal Closed.

For What activities did you complete?, select Information and Referral.
Enter notes in the Comments field, if applicable.

Select a value(s) for Resolution.

Select Save, Check in and Close Call from File menu.

If Application Assistance:

vk wn e

Click on the Calls details page.

Under the Decision section, change the Overall Status to equal Complete.
Change Task Status to equal Closed.

For What activities did you complete?, select Application Assistance.
Enter notes in the Comments field, if applicable.
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6. Select a value(s) for Resolution.
7. Select Save, Check in and Close Call from File menu.

If Opt Out:
8. Click on the Calls details page.

9. Under the Decision section, change the Overall Status to equal Complete.

10. Change Task Status to equal Closed.

sl WellSky

11. Select the activities completed for What activities did you complete?, if applicable.

12. Enter notes in the Comments field, if applicable.
13. Select Opt Out for Resolution.
14. Select Save, Check in and Close Call from File menu.

If PCOC referral:
1. Click on the Participants subpage.
2. Click on the Consumer record from the list view grid.
3. Select Add as Consumers from Tools menu.

sl WellSky

File Tools

Human Services

Reports

~ Upload Photo
‘ Consumi

- Search For Person 7

Copy Address From Consumer

Add as Consumers

Refer for Services

Rebecca

Early
Select Add as Consumers from Tools menu

4. The Consumer Demographics Search window will display.

call ID = 10610 - Rebecca Early | Consumer
Last Updated by bguglielmo
at 6/28/2021 7:42:24 AM

5. Criteria from the Consumer record will populate the search criteria.

Human Services

Welcome, Barbara Guglielmo

Demographics

File
Filters
Last Name ﬂ Equal To ﬂ Early
First Name ﬂ Equal To j Rebecca
DOB ﬂ Equal To ﬂ 10/24/1952 l]
SSN ﬂ Equal To j
Gender j Equal To j Female 1‘
City j Equal To j Tiverton
State ﬂ Equal To ﬂ Rhode Island ﬂ
Zip ﬂ Equal To ﬂ 02878
Division ﬂ +

:

Demographics Search Page

1-855-WELLSKY

6/28/2021 B:35 AM

ANDﬂ »
o e
OR j ®
OR j ®
OR j ®
OR j x
OR ﬂ x
OR ﬂ x

WellSky.com

v

Searc
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6. Click Search. If no matches return, click Add New.

a8 WellSky Human Services

= WellSky

Welcome, Barbara Guglielmo

Demographics

6/28/2021 8:37 AM v Searc
File
() Filters _
Last Name E Equal To |; Early AND E x
First NameE Equal To |; Rebecca ANDE x
DOB E Equal To E 10/24/1952 i ANDE x
| Gender i; Equal To |; Female E ANDE x
City V| EquaiTo v|  Tiverton I
state  |v| EqualTo V| Rhodeisand  [v|  anpv| | x
Zip v|  Equaito v| ozsrs I EE
Division |C +
PR
0 record(s) returned - -
Demographics Search Page
7. The Demographics details page displays.
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— WellSky Human Services Welcome, Barbara Guglieimo |

6/28/2021 8:51 AM W

ph

File Tools

Basic Demographics

Initial Division =
Salutation
Last Name Early
First Name * Rebecca
Middle Name
Age
Gender dentity *
Race
Consumer Photo
Dos* 102angs2 |0
warta stas
Piiysicai Residence hd
Retoma St
SSN
d 1D
Bridges Case
Confidential [m}
Contact Information
Address Type
street 123 Schooner
street2 Apt. 33
City Tiverton
o
Zip Code 02878
Main Phone - Physical Residence
Main Phone - Authorized Rep
Extension
Cell Phone (401)278-9955
Fax
Email
Region

Preferred Method of Communication

Descriptive Factors
Primary Language English
Secondary Language

Birth Place

Birth Certificate

Citizenship

Non-Citizen Immigration Status
INS #

Interpreter/Transiator Needed
Medicaid Characteristic
Current Federal Benefits
Current State Benefits

Additional Information
Medical Documentation
LTSS Population

Medicaid MCO

[m] a
<
<
< < <
F < <k

Consumer Demographics Details Page

8. Complete the fields on the page.
9. Select Save and Close Demographics from File menu.
10. The OpenClose details page displays.
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a2 WellSky - Human Services Lo, | et

at 7/6/2021 10:34:20 &AM
File  Word Merge

Division * PCOC |
Status * | Pending Initial PCOC Session v
Events = :
Status Date L07/062021 |
Track Disposition _—
Referval Date 07062021 |
Primary Worker * ' Kranovich, Dan ' In Details
Secondary Worker | |- Clear

OpenClose Details Page

11. Change the Status to Pending Initial PCOC Session.
12. Select Save and Close OpenClose from File menu.
13. Click on View Consumer Calls.

Role

a8 WellSky Human Services [ PG0C Worker | D

Jason Vanderbilt [:Demngraphics:] Sign Out
Last Updated by dkranowvich
at 7/6/2021 9:52:02 AM

File Edit Tools Ticklers View Consumer Calls

[ Participating

MY WORK CALLS CONSUMERS | PROVIDERS REPORTS

Vanderbilt, Jason Arthur (10001)

 De phics OpenClose | PCOC Counselor | Plans & Assessmenis | Notes

CIick View Consur Calls
14. Select the call record from the list view grid.

a8 WellSky Human Services - Consumer
shifadsiseai Caile

File

Fitere
cstin ~

=T~

1 Conaumer Calls récarals) retumes - iow Wswing 1 tTougn 1

[ ][ cotioan- | cauip | caibeod | owddyeunssraboutus? | niskownd Sorsning Worker | asalabon | Wessiiontats | oscisionTme | Tk Slis [ mpotecoc | caitme | Cheotecouisy | Cater | overa s | |
[ Joemar  [oom [roestums [t [reanavet, o I \ I [Resched Cormm, S Gl I D O [iisemig__ [ss3au | T lom =]

First | Provious | Recouds per gage | 16 | Mex | Law

Consumer Calls List Page

15. Under the Decision Section, change the Overall Status to equal Complete.
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16. Change Task Status to equal Closed.

17. Enter the completed activities for What activities did you complete?
18. Enter notes in the Comments field, if applicable.

19. Select PCOC Referral for Resolution.

20. Select Save, Check in and Close Call from File menu.

21. Select Close Consumer Calls from File menu.

A WellSky Human Services Consumer
) P32 b A Calls

File

1 Conaumer Calls rezora(s) etumea - iaw vewing 1 tnrcugn 1

canpsts. | can | caumetnon | How Ol you near sboutus? | Wisxeand scresningworesr | Resciubon | mesowbionosts | mesowtionTime | Task status [ wpsotecoc [ cantime |

Cracisacitsy | caiw | ovem s | |
[Fesn.om I I I e Crmir, S 1 e O [Fesmig_ [mamt__| T o= [=]

[T
[ [oomemr [mem [wetore oo

s | Previous | Recands per page | 15 | Mest | Last

Consumer Calls List Page

Note
If a consumer comes back (e.g., changes mind), please review Unlocking a Call

Record, page 77.
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Practice Exercise #6

' Practice Exercise #6
1. Update the Decision section of a Call record.

Practice Quiz

' Quiz #1

. True or False: My Work Chapter is where you add a Call record.

. What role is used to Add a record?

. True or False: Marital Status of Consumer is recorded on the PCOC Tool.

. What page would you navigate to execute a Word Merge letter?

. Where would you find the Intake & Screening Tool?

. What is a People Search?

. What is My Work?

. What is the Task Status when a Consumer does not want to engage in PCOC?

OO WN -
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Unlocking a Call Record

There may be circumstances where a counselor will need to unlock a call record (Prospective Consumer opt

out/changed mind, Counselor able to contact Prospective Consumer, etc.)

1. Click on the Calls Chapter.

MY WORK | CALLS 1 CONSUMERS PROVIDERS REPORTS
WellSky Chapters . -
2. Select a record from the Call List Grid.
Role
| liel S h o
A We"Sky Huﬂéﬁg&%ﬁgﬁé@gﬁ = m‘o' Queue Search | sign out PCOG Worker v
File
Quick Search
calls [“]| | consumer tame ~ (o) | ADVANCED SEARCH
MY WORK l CALLS l CONSUMERS | PROVIDERS | RESOURCES | REPORTS
() Filters
Overall Status M Equal To v| compiete|v["  anDlv| | x
callID M o+
2 Queue Search record(s) returned - now viewing 1 through 2
Task Status Caller Name Prospective Consumer | Checked Out By

a2 WellSky

Call ID | Call Date . | Call Time | Call Method | Overall Status

10244 | 03/15/2021 [2:13PM | Fax Complete

Closed - Follow-up Completed

Madeup, Random

Chevalier,Noah

10257 |03/18/2021 | 1:10 PM | Telephone | Complete

Closed - Follow-up Completed | Butterfingers Chrispy M

Caramelio,Yolanda R

Phaneuf, Christine

vE52.0

Call List Page

=< First <Previous Refrieve 15 Recordsatatime Next>  Last=>

3. The Call Details page will display.
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A8 WellSky Human Services s beres sy bt LGl

81 B/28/2021 10:23:35 AM

File Tools Reports Word Merge

o

Participants Division P
. Date of Initial Contact * | oarzaiznat |
ki Time of Initial Contact * [0 An |
Nates Intake and Screening Worker * | Guglielme, Barbars
S Call Dats * [ oarzarmoat |
e Call Time [ 10:04 Am |
Call Method
TeerCAlSEE | Typeotpooc: Incoming Collio ThaPant |
How did you hear about us? |ww |
In a erisis situation requiring immediate &
health care assistance?
Reason for Call
Details of Call
Owerall Status *

What activities did you complete?

M

Comments

+ | [FCCC Refemal
Resolution I EL-

[+

)

PCOC Counselor
Resolution Date

Call Details Page

4. Select Check Out Call from the File menu.

File Tools Word Merge

Select Check Out Call from File menu
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5. A message will display. Click OK.

Message from webpage

| . The Record Successfully Checked Out

.Message from webpage

oK

6. Select Reverse Disposition from the File menu.

a8 WellSky Human Services

File Tools Reporis Word Merge

|\-£:an. , |
Parficipants
Docuementation
Notes
Associated Cslis
Events

Track Call Status

Call Details Page

Catl Information

Division

Date of Initial Contact*

Time of Initial Contact *

Intake and Screening Worker *
Cail Date *

Call Time

Call Method

Type of PCOC*

How did you hear about us?
Im a3 crisis situation requiring immediate
health care assistance?

Reaszon for Call

Details of Call

Decision
Orwerall Status *
Task Status*

Comments

PCOC Counselor

—
[ 1004 AM |
[oerzamozt -
10:04 AM

Telephone W

[Incoming Call io The Paint

[Hospital Referral

[Pending vf

| Closed - Intske and Screening v |

Guglielmao, Barbara W

a2 WellSky

Call ID = 10612 - Sally Gerard | Call |

Lest Updated by bougliglimoe
at /82021 1:10:24 PM

7. The record is now editable. You are now able to document your work with the Prospective Consumer.
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Associating Call Records

a2 WellSky

1. From the Call Details page, select Save and Duplicate Call from the File menu.

a8 WellSky Human Services s |

at 7/7/2021 12:07:55 PM

File Tools Reports Word Merge

How did you hear about us?

In a crisis situation requiring
immediate health care assistance?

Reason for Call

Details of Call

Overall Status *
Task Status *

Comments
PCOC Counselor

Call Details Page

2. A message will display. Click OK.

1-855-WELLSKY

0710712021 |
2t5em |
|Kranovich, Dan /|
| 12:05PM |

| Other Referral to DHS .
| :

il

Open i

|Pending Initial Call with the Consumer v

Kranovich, Dan A4

WellSky.com Page 82 of 95



= WellSky

Meszage from webpage >

o Are you sure you want to duplicate this record?

e

Message Dialog Box

3. Another message will display. Click OK.

Message from webpage et

| Call record was duplicated and saved as well as its Participant
records,

Message Dialog Box

4. The new Call record displays.
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a8 WellSky Human Services

File Tools

R —
Farticipanis
Documentation
Motes

Associated Calls
Evenis

Track Call Status

Call Details page

Reports Word Merge

Call Information

Division

Date of Initial Contact *

Time of Initial Contact *

Intake and Screening Worker *
Call Date *

Call Time

Call Method

Type of PCOC *

How did you hear about us?

In a crisis sifuation requiring
immediate healih care assistance?

Reason for Call

Details of Call

Decision
Overall Status *
Task Status *

Comments

PCOC Counselor

5. Click on the Participants Subpage.
6. The Prospective Consumer from the original call record is set to a Contact as seen below on the Participant List

page.

1-855-WELLSKY

PCOC W

| 07/08/2021
01:12PM

| Guglielmo, Barbara |

[07/0712021
| 12:05PM

a2 WellSky

call ID = 10643 i call

Last Updated by bguglelmo
at 7/8/2021 1:12:27 PM

| Other Referral to DHS

O

WellSky.com
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a2 WellSky
‘ WellSky Human Services call ID = 10346 = Participants

4/6/2021 4:35 PM

File Add Participant

Call | -Filters
. Last Mame E| -+
¢ i_‘ Do
T s Wi
2 Participants record(s) returned - now viewing 1 through 2

MNotes

. Last First Relationship to Prosective Contact . Zip Home Work "
Aesooiated Caks | MName ‘ Name | Consumer . Type Clly | _ __St_a_ite ‘ Code Phone Phone | Email
Refarrals Sargent ‘Thelma | Contact ‘ Providence | E:Enlile ‘02‘301 [

. r Rhode

Everts Sargent ‘ Denise | Caller ‘ Providence lsland ‘02901
Track Call Status | First Previous Records perpage 45 | Next  Last |

Call Participant List page

7. Select Consumer Participant from the Add Participant menu.

Add Participant

Consumer Participant

Contacts Participant

Add Participant File menu

8. The Consumer Details page will display.
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A wellgky Human Services call ID = 10610 - Rebecca Early

6/28/2021 B:18 AM

File Tools
Upload Photo
Consu
-Search For Person

Primary

First Name
Middle Initial
Last Name
Address Type
Street

Street 2

City | B [ Clear |
State f =] Clear
Zip Code | = [ Clear |
Home Phone '

Work Phone

Work Extension

Mobile Phone

Email

Race

Ethnicity

Gender

DOB

Age

Caregiver Legal Status

Legal Status

Marital Status

Languages Spoken

Interpreter/Transiator Needed?

Military Veteran

Relationship to Consumer 'Sélf

Case No

Prospective Consumer Details page

9. Select Search for Person from the Tools menu.

10. The People Search window will display.

11. Search for the person (Refer to page 21).

12. Complete the information on the Prospective Consumer details page.
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File Tools Reports

a2 WellSky

Call ID = 10610 - Rebecca Early |
Last Updated by bguglielmo
at 6/28/2021 7:42:24 AM

Street

Street 2
City
State

Zip Code

Home Phone

Work Phone

Work Extension
Mobile Phone

Email

Race

Ethnicity

Gender

DOB

Age

Caregiver Legal Status
Legal Status

Marital Status
Languages Spoken
Interpreter/Translator Needed?
Military Veteran

Prospective Consumer Details page

W

| Rebecca |

: |

| Early |

| 123 Schooner

Apt 33

(Tweton | |« R

| Rhode Island [

X IR, Y

| 02878 | =
< >

|(401)278-9955 |

[White W

| Mon-Hispanic/Non-Latino v |

|Female v
(02411952 |

&7 |

| Others V|

[Unknown V|

[Never Married v|
|English v|
L

| v

13. Select Save and Close Consumer from the File menu.
14. Click on the Associated Calls subpage.
15. The list page will show the original Call record.
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‘ w.e"Sky Human Services Call ID = 10346 - Franklin Sargent Associated

4/6/2021 4:47 PM Calls
File Tools

call ()-Filters- |

Farainans | -1 Associated Calls record(s) returned - now viewing 1 through 1

Documentation

Niss Call ID Call Date Call Time Type of PCOC Overall Status Duplicate
10345 040672021 4:27 PM Incoming Call to The Point Open Yes

First  Previous Records perpage 45 | Next Last

Referrals

Evenis

Track Call Status

Associated Calls List page
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Practice Exercise #7

’ Practice Exercise #7
1. Update the Decision section of a Call record.

Practice Quiz

' Quiz #6

. True or False: My Work Chapter is where you add a Call record.

. What role is used to Add a record?

. True or False: Marital Status of Consumer is recorded on the PCOC Tool.

. What page would you navigate to execute a Word Merge letter?

. Where would you find the Intake & Screening Tool?

. What is a People Search?

. What is My Work?

. What is the Task Status when a Consumer does not want to engage in PCOC?

OO U WN P
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PCOC Workflow — from a Call record

1. Click on the Consumers Chapter.
2. Search and select the consumer from the list view grid.

PCOC Counselor Tab
3. The Consumer Demographics list page displays.
4. Click on the PCOC Counselor tab.
5. Select Add PCOC Counselor from the File menu.
6. The PCOC Counselor details page displays.

sl WellSky Human Services
File  Tools
Division * a9t
Referred By Guglielmo, Barbara | clear A
Referral Date =
Provider *
Dispositon*
Disposition Date * =
Primary Worker * Guglielmo, Barbara || cear SN

Enroll Date *

Comments

PCOC Counselor Details Page
Division: Select PCOC.

Referral Date: Enter date referral was made.
Provider: Select from the dropdown list.
Disposition: Select Open from the dropdown list.

Sm o0 Ty

Comments: Enter notes, if applicable.
7. Select Save and Close PCOC Counselor from the File menu.

Plans & Assessments Tab

axi Well

~_PCOC

78/20211:28em | Counselor |

Referred By: Displays the worker who created the consumer record.

Primary Worker: Defaults to the worker creating the PCOC Counselor record.
Enroll Date: Enter date when consumer started working with Provider.

If PCOC is started in the call record, the Intake & Screening Tool and the PCOC Tool will carry over into the Consumer

Record.

1. Click on Plans & Assessments tab.

2. The Documents, Intake & Screening Tool and the PCOC Tool, from the Call record are available in the list view

grid.

MY WORK CALLS CONSUMERS PROVIDERS REPORTS

Gerard, Sally (10015)

Demographics | OpenClose | FCOC Counselor | Plans & Assessments | Notes | Plans
Filters

Plan/Assessment +

‘Search | Resel |
2 Plans & Assessments record(s) returned - now viewing 1 through 2

Plan/Assessmen t | Review | Review Date ~ |
07132021 Guglielmo, Barbara
| 071372021

Intake & Screening Toel NiA
| PCOG Tool NiA

Plans & Assessments list page

| Guglielmo, Barbara

3. Click on the PCOC Tool.

1-855-WELLSKY WellSky.com

orker Division | Status
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If PCOC Referral Made Without Documentation
A consumer record can be created from a Call record without the PCOC Tool started.

Click on Plans & Assessments tab.
Select Add Plan/Assessment from the File menu.
From Please Select Type, Select Person Centered Options Plan.

. Select Open for the Review field.
a8 WellSky Human Services Sely Gerard | Plan/Assessment

7/18/2021 4:58 PM

PwnNeE

File
Please Select Type: [Person Centered Options Plan v 3
Consumer Assessments
Review " [Open ~ | Worker* Guglielmo, Barbara [ ] clear” BETE
Review Date * 078021 | status *
Division * pcoc

Person Centered Options Plan

Complete the form.

Change the Status to Pending.

Select Save Plan/Assessment from the File menu.
Select an Action Plan from the Word Merge menu.

N WU

File Word Merge

Action Plan - PCOC
Person

Portuguese Action Plan - PCOC

CONsL  g,anish Action Plan - PCOC
WorTj Mérge Menu

9. The Word Merge Editor window will open, displaying the Person Centered Action Plan.

a8 WellSky Human services Mol o B

File

Preview (read-only)
This is & preview of your merge document and is not editable

Generate Merge Document
Click the "Open Document’ button to open the Merge Document

for editing =  WordMergePDFPreview.ashx

pen Document

Save to Note

If no changes have been made to the Merge Document, click
“Save to Note". The current word merge template will be
uploaded to a note record with the merge fields populated

Save 1o Nole

Your PCOC Action Plan:

Upload and Save to Note N

If changes were made to the Merge Document, click "Upload Person-Centered Profile:

and Save to Note” fo select the saved file and upload that

document to a note record. Don't forget o delste the saved

document after you have attached it o the nete record. Goal:
Upload and Save to Note

— Action Steps:

Service Options:

Goal Update:

1-855-WELLSKY WellSky.com Page 91 of 95



Word Merge Editor window

10. Go to page 64 to complete next steps.

PCOC Status in the Consumer Record

This section is used to document where in the process a counselor and consumer are in the workflow.

Documenting the PCOC Status:
1. Click on the OpenClose tab.
2. Click on the OpenClose record in the list view grid.
3. Select the value from the Status field.

s WellSky Human Services
File Word Merge

‘ OpenClose ‘ Division * PCOC

Pending PCOC Follow-Up____ v

Status

Evenis

Status Date
Pending

Referral Date | Pending Initial PCOG Session
Pending PCOC Close-Out

Pending PCOC Follow-Up

| Glosed - Application Assistance

Closed - Opt Out

Closed - Other

Closed Initial PCOC Session

Closed PCOC Follow-up

‘Track Disposition

Primary Worker *

Secondary Worker

OpenClose Details Page

4. Select Save and Close OpenClose from File menu.

Fox Mul

PCOC Closure (Opt Out, Application Assistance, Other, Initial PCOC Follow-Up or PCOC Follow-UP)

1. Click on the PCOC Counselor tab.
2. Click on the PCOC Counselor record in the list view grid.

Mulder, Fox W (10018)

Demographics | OpenClose | PCOC Counselor | Plans & Assessments | Hotes

Filters
Provider v +
[ Search | Reset |

1 PCOC Counselor record(s) retumed - now viewing 1 through 1

der OpenClose
Last Updated by dkranovich
at 6/30/2021 10:29:30 AM

[ Division Provider [ Disposition » | Disposition Date | Enroll Date

Close Date

Worker LoS

| [reoc | Executive Office of Health & Human Services | open | 071212021 | 0711272021

| Kranovich, Dan

PCOC Counselor List Page

3. The PCOC Counselor Details page displays.
4. Change the Disposition to Closed.
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a8 WellSky Human Services WL Y [ ..
at 7/12/2021 4:21:53 PM
File Tools
e — L__&
\ p
Ce
| 2
PCOC Counselor Details Page
5. Enter Comments under the Close Data.
6. Select Save and Close PCOC Counselor from File menu.
7. Click on the OpenClose tab.
nuwuw Pmcﬁmmnddl m&mﬁmlhul
Consumer Chapters
8. Click on the OpenClose record in the list view grid.
| Tiemographins m POOC Conselor M&mﬁmﬁl thu]
——1 OpenCloss racardia) raturned - now viewing 1 through 1
PCOGC Pending PCOC Foliow-Up -Hranavich, Dan

OpenClose List Page

9. Select value from the Status dropdown list.
10. A message will display. Click OK.

Authorizatiens for the consumer will be terminated and all current Ticklers will be marked as
‘Cancelled. New Ticklers can be added, if necessary. Click "OK" to continue or "Cancel" to return back
to the detail page.

OpenClose Message with Status = Closed Value

11. The page will refresh with Close Date and Outcome fields displaying on the page.
12. Select value(s) for the Outcome field.
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OpenClose

PN WellSky Human Services

File  Word Merge

m‘ Drvigion

Euents stetus® [ cabor Assistance W
‘status Date

[ ——
Reterrs Dats
Primasy Workor R -
kbl L e
Clase Dste * [

G ihdreer Medicaid Appicaon
HCES Referral - DHS Communiy
HCES Referral - NHTP
Qutcame HCBS Refarrsl - OHA Community
HCES Referral - OSCIL
HCES Referral - Ciher
LOBS Bt 2ACE

BonE

OpenClose Details Page

13. Select Save and Close OpenClose from File menu.
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